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Notice of Request for Proposal 

 

In accordance with A.R.S. § 41-2534, competitive sealed proposals for the materials or services specified, will be 

received by the State Procurement Office online through the State’s e-Procurement system, ProcureAZ 
(https://procure.az.gov) at the date and time posted in ProcureAZ.  Proposals received by the correct time and 

date will be opened and the name of each offeror will be publically available.  Proposals must be in the actual 

possession of the State on or prior to the time and date and at the location indicated in the Notice.  Late 

proposals will not be considered. 

Persons with a disability may request a reasonable accommodation, such as a sign language interpreter, by 
contacting the appropriate Procurement Agency. Requests should be made as early as possible to allow time to 
arrange the accommodation.  A person requiring special accommodations may contact the solicitation contact 
person responsible for this procurement as identified above. 

 

OFFERORS ARE STRONGLY ENCOURAGED TO CAREFULLY READ THE ENTIRE SOLICITATION. 

https://procure.az.gov/
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OFFER 

TO THE STATE OF ARIZONA: 

The Undersigned hereby offers and agrees to furnish the material, service or construction in compliance with all terms, 
conditions, specifications and amendments in the Solicitation and any written exceptions in the offer.  Signature also certifies 
Small Business status. 

Arizona Transaction (Sales) Privilege Tax License No.:   

  
 

 

Federal Employer Identification No.:  E-mail:  ________________________________________ 

      

Phone: 

 

      
Fax: 

 

 
  

Company Name  Signature of Person Authorized to Sign Offer 

 
  

Address  Printed Name 

 
  

City State Zip  Title 

 
By signature in the Offer section above, the Offeror certifies: 
 
1. The submission of the Offer did not involve collusion or other anticompetitive practices. 
2. The Offeror shall not discriminate against any employee or applicant for employment in violation of Federal Executive Order 11246, State Executive Order 

2009-09 or A.R.S. §§ 41−1461 through 1465. 
3. The Offeror has not given, offered to give, nor intends to give at any time hereafter any economic opportunity, future employment, gift, loan, gratuity, special 

discount, trip, favor, or service to a public servant in connection with the submitted offer. Failure to provide a valid signature affirming the stipulations required 
by this clause shall result in rejection of the offer. Signing the offer with a false statement shall void the offer, any resulting contract and may be subject to 
legal remedies provided by law. 

4. The Offeror certifies that the above referenced organization ___ IS/ ___ IS NOT a small business with less than 100 employees or has gross revenues of $4 
million or less. 

ACCEPTANCE OF OFFER 

The Offer is hereby accepted. 

The Contractor is now bound to sell the materials or services listed by the attached contract and based upon the solicitation, 
including all terms, conditions, specifications, amendments, etc., and the Contractor’s Offer as accepted by the State. 

This Contract shall henceforth be referred to as Contract No. 
_____________________________________________________.  The Contractor has been cautioned not to commence any 
billable work or to provide any material or service under this contract until Contractor receives purchase order, contact release 
document, Accepted Statement of Work or written notice to proceed. 

 State of Arizona 

Awarded this 

   

day of 

   

20 

 

  

 Procurement Officer 
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I. INTRODUCTION AND RFP OVERVIEW 

A Purpose 

 
The State of Arizona has a requirement for the products and services as described herein.  The purpose of the 
Solicitation is to conduct a competitive process, in accordance with Arizona Revised Statutes (ARS) 41-2501 et seq., to 
create a Contract or Contracts from which the State may acquire these Products and Services.  

  

B Background 

 

The Arizona Corporation Commission (“ACC”), Securities Division (“Division”) seeks qualified organizations to 
implement a matter and case management system to replace legacy systems and databases.  As part of this project, the 
Division also seeks to establish a new public web portal for the purpose of facilitating e-filings and e-payments 
(collectively the “Solution”). The Solution must align with the Division’s vision to improve the efficiency and effectiveness 
of operations as well as to improve customer service.  At a high level, the Division’s objectives are : 
 
To increase operational efficiency and effectiveness through use of an integrated database with full search capability; 
 
To enhance customer service and transparency to the public through e-filing and e-payment capabilities; 
 
To improve the ability to share matter and case information across the Division; 
 
To consolidate existing data from separate legacy systems into a single system; 
 
To increase supervisory staff’s ability to monitor, assess and report on the Division’s activities.  
 
To advance the State’s green initiatives through the use of optical character recognition (“OCR”) scanning technology with 
data capture capability that enables electronic document storage in the Solution and reduces manual data entry ; 
 
The Solution will replace the two primary systems used by Division staff as well as numerous standalone systems and 
databases. The Solution will also utilize Application Program Interfaces (“APIs”) to facilitate the exchange of information 
with third party systems. 
 
The Division is seeking an offeror to implement a highly-configurable commercial off-the-shelf (“COTS”) system that can 
be modified to meet the requirements of this request for proposal (“RFP”).  

 

C. Overview of Required Deliverables 
 

1. An integrated case and matter management system with full search functionality across all Division areas 
 
1.1  These tools need to be simple, user friendly, flexible, and reliable. 

  
1.2  End users should be able to retrieve every “touch point” or interaction that an individual or firm has had 

with the Division through search queries. 
 
1.3  Data from several separate legacy systems will be migrated into the new system. 
 
1.4  The Solution must substantially reduce or eliminate entirely the need for redundant data entry. 

 
2.  A case and matter management system that is customized to end users 
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2.1 All team members working on a case or matter should be able to review a snapshot of 
progress/milestones achieved and tasks yet to be completed. 

 
2.2 An intuitive dashboard by functional areas should enable users to access all information about a matter or 

case. 
 
2.3  The system should include case and matter tracking capabilities. 
 
2.4 Deadline management with pop-up or email alerts must be included in the case and matter management 

system.  
 
2.5 The system should have automated document generation/templates for routine/repetitive documents by 

functional area.   
 

3. A public web portal with online filing and payment capabilities 

 
3.1 Members of the public will have the ability to make filings, attach documents, complete templates, and 

make payments by credit card all online 24/7. 
 
3.2  The Solution must have the ability to make complex calculations of filing fees and interest. 
 
3.3 Online filing and payment capabilities must automatically interface with and update the matter/case 

management system. 
 

4. Document management tools 

 
4.1 Case and matter records are subject to state archive and retention requirements which timeframes must 

be incorporated in the Solution. 
 
4.2  Case and matter records are subject to public information requests that require tracking. 

 
5. Tools to assist Division management 

 
5.1  The Solution should include report writing tools that enable management to easily generate standard and  

   ad hoc reports.  
 

  5.2  Information entered into or deleted from the system must leave an audit trail. 
 
 5.3  The Solution should assist Division management in maximizing resource utilization. 
 
 5.4  Division management should be able to monitor and assess staff assignments and work load through the  
   Solution. 

 
6. Robust financial management functionality for money received or disbursed by the Division 

 
 6.1  The Solution must account for restitution payments, fines, penalties, interest and other charges assessed  
   as a result of an administrative order. 
 
 6.2  The Solution must account for and calculate filing fees paid by securities issuers which are subsequently  
   deposited into four different state government accounts. 
 
 6.3  The Solution must track examination fees paid by broker dealers. 
 
 6.4  The Solution must be capable of calculating interest and sliding scale fees based on statutory criteria. 
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 6.5  The Solution must generate reports to reconcile and identify funds received. 
 
 7. A Solution that is readily configurable by the Division administrator with no assistance from internal IT or  
  Contractors. 
 

8. Tools to track and memorialize telephone inquiries and complaints from the public. 
 

9. A Solution that is compatible with OCR scanning technology with automatic data extraction capability such  that 
 the extracted data may directly update the Solution database  
 
D. Solutions Requirements Overview 
 

The offeror shall deliver a matter and case management system software application, all other licensed business 
applications, technology support products, applications, a public web portal for e-filing and e-payment, and required 
application program interfaces that fulfill all Division, State and federal requirements. The Division seeks a highly-
configurable COTS system that can be modified by non-IT staff. The Solution must interface with state-of-the-art OCR 
scanners with data capture functionality.    Staff personal computers will be interfaced with the Solution upon 
implementation.   
 
Exhibit A of this RFP includes a detailed spreadsheet entitled “Scope of Work” which details the requirements for the 
Solution at a global level and by functional area.  Offerors must complete Exhibit A and C and other required forms and 
submit them with their proposals according to the instructions in the Special Instructions to Offerors section of this RFP.  
An overview of the Division’s functional areas is presented in Section II (C), Current Environment.  
 
Offeror must build and test interfaces between the Solution and the Division’s data sharing partners.  The offeror will 
have the responsibility of building and maintaining all data push interfaces originating from the Division’s Solution. 
Interfaces being used for data input or usage by the Division’s Solution shall also be the full responsibility of the selected 
offeror to negotiate, design, and implement from the providing system. Replacement of interfaces from existing systems 
to the Solution should require limited programming effort on behalf of the partner system.  Interfaces that are to be 
designed with other new systems should be designed with an architect representing the sending and receiving systems, 
as well as business representatives to determine the triggering events, frequency, and format of data to be sent.  

 
E.  Solution Ownership  
  

All Solution hardware shall be owned, operated, maintained, and upgraded as necessary by the Offeror.  The Division 
has a preference that Offerors provide Solution software under one of two service models: 1) the software is owned by 
the Division under a perpetual licensing agreement or 2) software is provided as a service by the Offeror for a monthly 
subscription fee (e.g. cloud).  Offerors must describe in detail whether they provide software under model 1 or 2 above.  
The Division will own data stored in the Solution at all times.  
 

F.  Approach to Implementation 
 
 The Division plans to implement all components of the Solution simultaneously at the Division’s single office in 
 Phoenix, AZ.   
 

During the design, development, and implementation, the Division will minimize changes to its current systems and 
databases to the extent possible, but changes may be required when mandated by law.  The Division will work with the 
Offeror to limit any impact on the Solution prior to implementation. 
 

 
G. General Background of Systems 
 

The Division is made up of two (2) sections, namely the enforcement section and the registration and compliance 
section.  These sections rely heavily upon two legacy software databases in order to accomplish their work. Both 
databases are over thirteen years old and have severely limited functionality compared with today’s technology solutions. 
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One database is used to track enforcement cases while the other database handles registration and compliance 
matters.  In addition, Division staff has created numerous standalone spreadsheets and databases to compensate for 
deficiencies in the two primary databases.   
 
The enforcement section’s main tool is called the enforcement database which is an Access database originally created 
in 1998.  The enforcement database houses information concerning the investigation and prosecution of enforcement 
cases against individuals and firms (referred to as “cases” in this RFP).  The enforcement database and additional 
spreadsheets are also used to track the payment of restitution, fines and other charges resulting from an enforcement 
action. The recent installation of Windows 7 to staff’s desktops created incompatibility issues.   
  
The registration section uses a database called STAR which was a vendor-created product installed in 2000.  The STAR 
database is no longer supported by the vendor and the data is maintained in a virtual environment.  STAR houses all 
information on securities registration/ exemption filings as well as information on all state broker and adviser licensees 
(collectively referred to as “matters” in this RFP). STAR is also used to account for the fees paid by such registrants and 
licensees.  
 
As the enforcement database and STAR are two separate and distinct systems, information entered into one system is 
not connected in any way to the other system. This results in information silos and an inability to run comprehensive 
searches on firms and persons who interact with the Division. The additional standalone spreadsheets and databases 
created by staff to house data further contribute to information silos. 

 
 

II. CURRENT ENVIRONMENT 

 
A.  Introduction 
 

This section provides Offerors with an overview of the Division’s current business and technical operating environments, 
including high-level descriptions of computing applications and their operations. This view of current operations and 
technology provides an “as is” context, to provide a basis for understanding the Division’s future direction and proposed 
Solution requirements.  

 
B.   Business Context and Overview 
 

The Division is one of nine divisions of the ACC.  The ACC was created by Article XV of the Arizona Constitution in 1912 
and is currently governed by five Commissioners.  
 
The Division administers the Securities Act of Arizona, A.R.S. §§ 44-1801 through 44-2126, the Arizona Investment 
Management Act, A.R.S. §§ 44-3101 through 44-3325, and the rules promulgated thereunder (collectively the “Acts”). 
The Division's staff currently numbers around 50 persons. 
 
The Division strives to preserve the integrity of the securities marketplace through investigative actions to deter fraud 
and to provide registration and oversight of securities offerings, securities dealers and salesmen, investment advisers 
and their representatives. The Division administers the Acts through two sections within the Division: 1) enforcement and 
2) registration and compliance. References herein to “cases” typically refer to activities associated with the enforcement 
section; references herein to “matters” typically refer to the activities of the registration and compliance section. 
 
The Division’s enforcement section endeavors to deter or remediate violations of the Acts. Members of the enforcement 
section bring administrative and civil actions against individuals and entities that violate the Acts.  The Division may also 
refer cases to and work with the Attorney General on criminal actions brought by the Attorney General. Staff attorneys 
handle all legal and technical aspects of the case.  The Division’s investigators and certified public accountants provide 
essential litigation support in terms of marshaling witnesses, conducting financial and forensic analysis, and providing 
expert testimony.  If an order is entered against an individual or entity requiring the payment of restitution to investors, 
administrative penalties or other charges, a collections specialist handles the receipting of such monies. The 
enforcement section also handles complaints from the public. 
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The Division's registration and compliance section is comprised of two units: the registration unit and compliance unit. 
Attorneys and analysts in the registration unit review applications for securities registration and exemption, as well as 
licensure of securities dealers, salesmen, investment advisers, and investment adviser representatives.  All filing fees 
and payments received by this unit are receipted and accounted for by staff.  In addition to receipting monies, opening 
files, and updating the registrant data base, receipting staff generate reports, exchange correspondence with filers, and 
collect late filing penalties. 
 
The compliance unit has primary responsibility for conducting routine and for-cause examinations and investigations 
regarding the sales practices of securities broker dealers, salesmen, investment advisers, and investment adviser 
representatives throughout the state.  The compliance section also receives and evaluates customer complaints from 
the public concerning registered securities dealers, salesmen, investment advisers, and investment adviser 
representatives.  
 

C.  Overview of Functional Areas 
 
This section provides an overview of the Division’s functional areas. Attached as Exhibit A is a spreadsheet entitled 
“Scope of Work” which details the Solution functionality required by the Division to accommodate each functional area. 
Offerors must submit the completed Exhibit A with their proposal. This section provides an overview of each business 
process area at a high level, along with a discussion of the systems, databases, and manual steps that support those 
processes.  
 
1.  Enforcement 
 

The Division’s enforcement section investigates to determine whether those who offer and sell securities or 
investment advice within or from Arizona are in compliance with the Acts. Violations may be discovered as a 
result of an external complaint, a referral from another agency, or an investigation or examination conducted by 
the Division. If violations are discovered, the Division will initiate an action against a firm or individual to enforce 
provisions of the Acts.   Attorneys, investigators, forensic accountants and legal assistants work together to 
investigate and litigate alleged violations of the Acts.   

 
 1.1.  Initial intake 
 

Cases begin on receipt of complaints or alleged violations. For tracking purposes, preliminary 
information about the complaint or violations is entered into the enforcement database and it is assigned 
a complaint number. 

 

 
 

 1.2  Investigations 
 
   Investigations include the following key activities, all of which, along with the information, should be 
   noted in the enforcement database and Excel spreadsheets/Word documents: 
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   1.2.1  Background checks 
 
    Investigators may use a wide variety of internal and external resources to conduct the initial 
    background research.  
 
   1.2.2 Subpoenas 
 
    The Division has the authority to subpoena witnesses, books, papers, contracts, agreements, 
    or other documents, records, or information that the Division deems relevant to an  
    investigation or hearing. Key activities include: 
 

    Preparation of a subpoena for testimony, documents or both using a subpoena template; 
 
    Preparation of an exhibit to the subpoena describing documents sought, if any; 
 
    Determination of whether confidential treatment is appropriate for service of subpoena on a  
    financial institution and documenting same;  
 
    Preparation of cover letter and custodian affidavit from templates; 
 
    Tracking basic subpoena information in the enforcement database; 
 
    Separately tracking information about the subpoena on a subpoena log (Word document) with  
    more detailed information such as upon whom served, date of service, response date,   
    extensions granted; and 
 
    Calendaring the response due date. 

 
    1.2.3 Examinations Under Oath (“EUO”) and Interviews 
 

An EUO is a formal interview conducted by a case team attorney and recorded by a court 
reporter. The case team prepares exhibits for use at the EUO and marks them for identification. 
Less formal interviews are conducted with investors, investigative leads, and witnesses in order 
to obtain statements, gather evidence and records, and identify testimony that should be 
presented at a hearing or trial. Targets of an investigation may be interviewed informally or 
subpoenaed for an EUO. 
 
The interviewer incorporates all hand-written notes of an interview into a written document or 
report within 20 working days of the creation of the notes or preserves the original hand-written 
notes. 

 
   1.2.4 Evidence management 
 
    Investigators maintain an electronic document inventory log (Word doc) which records all  
    documents and evidence gathered.  
 
  1.3 Financial Analysis 
 

Forensic accountants analyze financial records and related documents in support of potential litigation of 
cases brought by the Division.  These records documents must be maintained with the possibility that 
they will be disclosed in the course of litigation if the accountants are called as expert witnesses at 
hearing. Accountants are involved in the following key activities:  
 

   1.3.1 Maintaining a master list of documents reviewed; 
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   1.3.2 Creating separate Access databases for each case and manually entering transaction   
    information from bank statements into the Access database by one of the following methods; and 
 

   1.3.2.1 Manually entering the information into the database,  
 
   1.3.2.2 Entering the information into an Excel spreadsheet from which formatted information is 
    transferred to the database, or  
 
   1.3.2.3 OCR scanning bank statements, then exporting the information to Excel for formatting 
    and upload to the Access database;  
 

   1.3.3 Entering bank statement information into tables in the Access database for further analysis and  
    reporting; 
 
   1.3.4 Sending bank detail letters using a template or custom letter asking for more detailed information  
    on specific transactions and updating the database with those details; 
 
   1.3.5 Assigning a code to each financial transaction from a list of standardized codes in order to  
    facilitate further analysis and reporting; 
 
   1.3.6 Analyzing financial information using queries from the Access database, customized Crystal  
    Reports, and Excel to identify patterns of activity and to determine whether investors’ funds were  
    used as represented in disclosure documents; 
 
   1.3.7 Developing reports using charts, graphs, and transaction listings, cash flow summaries showing  
    source and use of funds, and other reports; and 
 
   1.3.8 Preparing a restitution list in Excel from a template which is manually entered and provided to  
    the case team for use at a hearing or trial and to the collections agent.  
 

 
  1.4  Cases 
 
   When a case team determines to pursue an investigation, the team opens a case file, both  
   electronically and paper-based, in which the team transfers all information obtained during the initial 
   investigation.  Cases include administrative, civil and criminal cases. 
 
 

 
 

 

   1.4.1 Administrative Cases 
 
    The Division brings such actions before an administrative law judge (“ALJ”) employed by the 
    ACC’s Hearing Division. The action may result in the imposition of monetary relief in the form 
    of administrative penalties, restitution, and/or rescission; issuance of a cease and desist order; 
    and/or denial, suspension, or revocation of registration/licensing. 
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To initiate an enforcement action through an administrative proceeding, the Division will file an 
administrative complaint called a Notice of Opportunity for Hearing (“Notice”), which is served 
on the respondents.  The Notice informs the respondents of the conduct constituting a statutory 
violation, the statute the conduct violates, and the remedies sought by the Division. The Notice 
process involves the following key activities: 
 
1.4.1.1 The Notice is approved and signed by the Director. 
 
 A hard copy of the signed Notice is filed with ACC’s Docket Control; Docket Controls 
 serves the same role as a clerk of the court. 
 
 The Notice is then served on each respondent.  Following service, an affidavit of service 
 for each respondent is prepared by the investigator and filed with the ACC’s Docket 
 Control. 
 
 The enforcement database is updated to reflect the above information. 
 
1.4.1.2 Default and consent orders   
  
 These orders are drafted by the Division, as contrasted with Hearing Division orders 
 described later.  
 
 A proposed order is drafted, based on the facts and remedies sought in the Notice. 
 
 A case memorandum and proposed default order are filed with the ACC’s Docket 
 Control. 
 
 The Commission approves or denies the proposed order at a meeting. 
 If approved, a decision is issued and filed with the ACC’s Docket Control. 
 
 If appropriate, the case is turned over to the Division’s collections analyst for further 
 action. 
 
 The enforcement database is updated. 
 

 1.5 Hearings   
 

   A respondent in an administrative enforcement proceeding is given an opportunity to present the  
   respondent’s evidence and confront the state’s evidence at an evidentiary hearing.  The Division’s 
   administrative enforcement actions are brought before an ALJ. Key activities include: 
 

   1.5.1 The case team identifies and marks documentary evidence it will use at the hearing, with   
    personal identifying information redacted; 
 
   1.5.2 The case team prepares copies of the Division’s exhibits for the ALJ and electronic copies for  
    each respondent; 
 
   1.5.3 The Division may issue and serve subpoenas to compel witnesses’ attendance at the hearing,  
    completing an affidavit of service; 
 
   1.5.4 If appropriate, after an Order is issued and approved by the Commission, the matter may be  
    turned over to the Division’s collections analyst for further action; and 
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   1.5.5 The enforcement database is updated. 
 
  1.6. Rehearing and appeal 
 

A respondent may request a rehearing.  If a rehearing is not granted, or the respondent is not satisfied 
with the result of a rehearing, the respondent may appeal an administrative agency’s decision to the 
Maricopa County Superior Court.  Either a respondent or the Division may appeal a superior court 
decision to the Arizona Court of Appeals. 
 
When a case is closed, the status of the matter is changed in the enforcement database. If the case 
concerned an individual against whom action was taken, a member of the case team will prepare a 
Form U-6 for filing electronically with the Central Registration Depository (“CRD”) maintained by the 
Financial Industry Regulatory Authority (“FINRA”).   The Form U-6 reports the case, the allegations, and 
how the case was resolved. 
 

   1.6.1 Civil Cases 
 

The Acts authorize the ACC to apply to the Maricopa County Superior Court for a court order to 
enforce a subpoena, to bring civil actions in the Maricopa County Superior for injunctions or 
restoration orders, and to petition the Maricopa Superior Court to appoint a conservator or 
receiver. 

 
   1.6.2 Criminal cases 

 
Violation of many of the provisions contained in the Acts is a class four felony.  The Acts 
authorize the ACC to transmit evidence to any law enforcement agency who may institute 
criminal proceedings. In some cases, the law enforcement agency will request assistance from 
the Division, including the appointment of a staff attorney to act as a special prosecutor, a staff 
attorney or forensic accountant to testify as an expert witness, or a staff investigator to testify as 
a witness or conduct further investigation.   
 
The case team attorney updates the enforcement database.   
 

  2.0 Collections 
 

An order to pay restitution or penalties becomes a collection matter.  Arizona law authorizes the  
   Bankruptcy and Collection Enforcement Section “(BCE”) of the Attorney General’s Office to initiate 
    proceedings to collect, compromise, or settle such debts.  Collections include the following key 
    activities:  

 
   2.1. Debt Collection Efforts 

 
Upon submission of any administrative order for ACC approval or upon entry of any civil court 
judgment where restitution or penalties are ordered, the collections portion of the enforcement 
database is updated to reflect the order or judgment. The collections analyst files a certified 
copy of the administrative order with the superior court and obtains a transcripted judgment 
which is recorded in with the Maricopa County Recorder’s Office. Key information from the 
transcripted judgment is entered into: 
 

    2.1.1 The enforcement database; 
 
    2.1.2     “Tickler” software so that the transcripted judgment can be renewed in 5 years unless  
     sooner paid; 
 
    2.1.3 A Word document report for BCE; and 
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    2.1.4 A quarterly debt report for BCE showing amounts owed to the State and how to calculate  
    unpaid restitution, penalties and interest owed by each respondent. 

  The Division refers collection orders (i.e. unpaid restitution or penalty or default on payment plan) to BCE.  The 
  collection agent sends:  

 
    2.1.5 A certified copy of the order or judgment; 
 
    2.1.6 If the order or judgment was entered on default, a certified copy of the affidavit of   
    service; 
 
    2.1.7 Copies of sworn financial statements; and 
 
    2.1.8 Excel spreadsheet of principal amount owed, interest start date, rate of interest, and  
     payments made. 

 
In some cases, respondents make payments directly to the Division.  The enforcement database is updated to 
reflect payments made.  If a respondent requests a payoff amount, the collections agent manually calculates the 
payoff amount with interest to the payment date.  If a default in the payment plan occurs, the order is referred to 
BCE for collection. 
 
BCE transfers all funds collected, minus its collection fee of 35%, to the Division along with a report detailing the 
payments being transferred.  The collections agent transfers restitution funds to the ACC’s Business Office or to 
the Consumer Protection & Advocacy (“CPA”) section of the Attorney General’s office. The collection agent 
sends a “Restitution Claim” spreadsheet to the ACC Business Office or to CPA to have investors’ restitution 
checks Issued.  Payments received for penalties are deposited in the State general fund.   

 

 
  

  2.2 Maintain Restitution Lists 
 

 The Division compiles a restitution list that is made up of the names and addresses of all individuals 
 who are due restitution as a result of the enforcement action.  The list sets forth the loss claimed by 
 each investor and the pro rata portion of any restitution payments due to each investor. This 
 information is maintained by the collections analyst on an Excel spreadsheet. 
 

3.0 Registration and Exemptions 
 
 Securities sold or offered for sale within or from Arizona must be registered with the Division or be 
 subject to an exemption from such registration.  Each type of securities offering or exemption requires 
 a different checklist of documents. The filing fee for the securities offering or exemption will vary based 
 upon the type of security. Issuers file all registration materials in hard copy with the Division along with 
 a check for the filing fee. The Division must process applications for registration within the time frames 
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 established by law. The registration staff must review the registration applications within that timeframe 
 and issue comment letters to the issuer asking for additional information or explanation regarding the 
 offering.  The issuer must reply to the comment letter in order to advance the registration process.  
 Registrations can be withdrawn, abandoned or denied.    
 
 Approval certificates and cover letters are sent to the issuer. Registration status can be renewed yearly 
 with payment of a fee. 
 
 Information concerning the securities offering is manually entered into the registration database, 
 STAR.  
 

  3.1 Filing fees 
 

Filing fees can either be flat fees or based upon the percentage of securities sales. Securities that seek 
registration by qualification pay a nonrefundable fee of one-tenth of one percent of the aggregate 
offering price, but not less than $200 nor more than $2,000. Other securities issuers can pay between 
$200 to $3,500 depending on the actual sales. In some cases two fees must be calculated - one with 
the initial filing and the second one when the company files its final sales report with the Division. Filing 
fee information is entered into STAR. 

 

 

 

 

 

 

 
 

   
 4. Licensing 
 

The Division licenses dealers, securities salesmen, investment advisers and investment adviser representatives. 
This process requires interaction with the Central Registration Depository (“CRD”) and the Investment Adviser 
Registration Depository (“IARD”), both of which are separate national computer systems operated by the FINRA. 
The basic requirement followed by most licensees is to file an application and fee on the CRD or IARD, 
indicating that the licensee wishes to be licensed in Arizona. Additionally, documents may be filed directly with 
the Division as part of the process. Some licensees do file their application directly with the Division, bypassing 
the national system.  In either circumstance, the Division may send a comment letter to the licensee requesting 
more information. Applicants are required to provide proof of lawful presence in the United States. Registration 
staff updates an Access database with information demonstrating compliance with this requirement.   
 
On a weekly basis, the CRD and IARD electronically transmit fees collected for that week to the Arizona State 
Treasurer.  On a weekly basis, the CRD and IARD provides the Division with a list of applications received. That 
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list is used by the Division’s receipting staff to inform ACC’s Business Office how the payment is to be 
processed.    
 
All licenses may be renewed annually. This can either be done through the CRD or IARD or it can be done 
directly with the Division. FINRA electronically transmits renewal fees in a lump sum to the Arizona State 
Treasurer. FINRA provides the Division with a list of renewal fees paid and receipting staff uses that list to 
inform the Business Office of how the payment is to be processed.  
 
Securities and filing fees total over $25,000,000 annually. 
 

  
 5.0 Registration and Licensing Reporting  
   
  5.1  Statistical Reports - A registration analyst prepares quarterly statistical reports which provide: 
 

   5.1.1 The number of registration and licensing applications received during the quarter by type (e.g.  
    securities, dealer and investment adviser); and 
 
   5.1.2 The total number of current registrations by type. 

 
 
  5.2 Timeliness Reports - An annual timeliness report is prepared stating: 
 

   5.2.1 The number of registration and licensing applications received; 
 
   5.2.2 The number of registration and licensing applications approved; and 
 
   5.2.3 The number of applications processed beyond statutory deadlines resulting in a return of fees. 
  
 6.0 Examinations 
 

  6.1 The Division conducts examinations of the dealers, salesmen, investment advisers, and investment 
   adviser representatives licensed in Arizona to verify that they are in compliance with the Acts.  
    Examinations include the following key activities:  

   6.1.1 Exams are scheduled in advance or on an unannounced basis; 
 
   6.1.2 Examiner prepares a Notice of Inspection Rights from a template; 
 
   6.1.3 Examiner prepares an investment adviser or broker dealer input sheet with key information; 
 
   6.1.4 Examiner obtains the signature of examinee on Notice of Inspection Rights; 
 
   6.1.5 Examiner conducts an interview of the principal with respect to the adviser’s business model and  
   practices using an examination module template; 
 
   6.1.6 Examiner may review documents and collect additional documents in hard copy or electronically; 
 
   6.1.7 Upon return to the office, the examiner provides a copy of the signed Notice of Inspection Rights  
    and input sheet to registration analyst who enters this information into the Exam Database, which  
   is a separate Access database; 
 
   6.1.8 If the written waiver of right to receive 30 day status reports was not signed by examinee, the  
    examiner calendars a 30 day reminder to send a status report to the examinee; 
 
   6.1.9 Examiner conducts further desk review; and 
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   6.1.10 After deficiencies have been corrected, the exam may be closed and the examiner gives the  
    examination file to the registration analyst. The registration analyst manually inputs the “closed”  
    status into the Exam Database.   
 

 

 7. Financial Management 
 
  7.1 Calculation of interest (e.g. on restitution) - The interest rate may vary according to the order.  Interest is 
   calculated from a date certain (e.g. date of order/judgment or date of each investor’s investment). The 
   collections agent manually inputs the interest information: 
 

   7.1.1 Into the enforcement collections database; and 
 
   7.1.2. Into an Excel spreadsheet containing a formula to calculate the interest from the date of accrual  
    until paid.  

 
  7.2 Calculation of filing fees - Calculation of securities registration and securities exemption filing fees. 
 
   7.2.1  The Division receives hard copy applications for securities registration and exemption filings.  
    The filing packages are accompanied by checks for the filing fees.  The amount of the fee 
    depends on the  type of securities offering.  
   
   7.2.2 Calculation of mutual fund filing fees 
    Filing fees for mutual funds are calculated on a sliding scale based on the dollar amount of 
    sales by the issuer.  A mutual fund filer can pay the minimum fee of $200 at the time of the 
    initial filing, but is required to make additional sales reports and may be required to pay  
    additional “backend fees” calculated on its sales.  Late fees may apply to backend filing fees.  
    A mutual fund filer can pay the maximum fee of $3,500 at the time of the initial filing and no 
    further sales reports are required.  However, the mutual fund filer must renew or terminate the 
    filing prior to the registration expiration date which is 12 months after the initial filing. 
  
  7.3 Calculation of fees apportioned to different State accounts 
 

Fees received by the Division in payment of securities registration, securities exemption, broker 
dealer, investment adviser, and representative licensing fees may be directed into one or more 
of four possible State accounts 1) the general fund; 2) the securities regulatory and enforcement 
fund; 3) the investment management regulatory and enforcement fund; or 4) the Arizona 
Competes Fund.  The amount of the fee to be allocated to one or more accounts depends upon 
the type of fee paid.  The registration database (i.e. STAR) must calculate the split depending 
upon the type of fee.   
 

  7.4  Reconciliation 
 

The registration analyst prepares daily and monthly reports for the ACC’s Business Office 
showing dollar amounts posted to the State general ledger. The Business Office sends the 
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Division a daily report of amounts posted to the general ledger and underlying state accounts.  
The registration analyst accumulates those daily posting reports and manually enters the posted 
amounts into an Excel spreadsheet.  On a monthly basis, the analyst prints a report detailing 
fees received by date, amount and category.  The report data is entered into the Excel 
spreadsheet and reconciled against data from the Business Office posting reports.  
 

 
  7.5 Reporting 
 
   7.5.1 Weekly Electronic Funds Transfer (“EFT) Report 
 

On a weekly basis, registration and receipting staff downloads a report from the CRD identifying 
broker dealers, salesmen, investment advisers, and investment adviser representatives who 
made application filings and paid fees through the CRD/IARD.   The Weekly EFT Report 
shows the amount of filing fees owed to the Division by  FINRA. FINRA pays those fees 
directly to the Arizona Treasurer via EFT.  The  Division must track those fees.   
 

   7.5.2 Daily Receipting Report 
 

This report provides both a summary of funds received each day and a detailed breakdown of 
dollar amounts received. At the end of each day, receipting staff prints off the report showing 
the total amount received for that day.  The Daily Receipting Report is sent to the Business 
Office (both summary and detailed breakdown).   

   
  7.6 Receipting of licensing/registration fees, renewals, miscellaneous (e.g. PRR, no action) 
 
   7.6.1 FINRA-member broker dealers and their salesmen, investment advisers and   
    investment adviser representatives file their initial licensing applications and pay fees  
    electronically through the CRD/IARD system.  Weekly the Division downloads   
    information from the CRD/IARD on filing fees owed the Division by FINRA.  The fee  
    payment information is manually receipted into STAR along with pertinent information  
    concerning the filer.  Renewal fees are handled similarly. 
 
   7.6.2 The Division may receive various fees by check as result of filings by a non-FINRA  
    member broker dealers, issuer dealers, mutual fund filers, fingerprint processing fees,  
    public records requests (“PRR”) or a no-action letter requests.  These fees are manually  
    receipted by noting the amount of fee and type of filing in STAR. 
 
  7.7 Receipting of restitution, fines, penalties 
 
   7.7.1 Payments made directly to the Division - The collections agent will process any   
    payments received from a respondent for matters not referred to BCE.  All payment  
    information must be entered into the enforcement database. 
 
   7.6.2 Penalty payments go to the Division’s registration receipting staff for deposit.   
    Receipting staff enters pertinent information into STAR and transmits the check to  
    ACC’s Business Office.  
 
   7.6.3 Restitution payments are sent to ACC’s Business Office or to CPA by the collections  
    agent along with a copy of the check and respondent information.   
 
  7.8 Monthly Transfers from BCE to the Division 
 

BCE sends a Monthly Distribution Report to the Division’s collections agent.  This report lists payments 
collected by BCE, including the gross amount collected, commission/fees taken (if any), 35% deduction 
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for BCE collection fee,  and 65% of payment going to ACC for deposit into the respondent’s restitution 
account for later distribution to individual investors.  
 
Information from BCE’s Monthly Distribution Report is manually entered into 1) the enforcement 
database; 2) a monthly spreadsheet called “Transfer Calculation of Restitution;” and 3) Companion 
Transaction Entry/Transfer spreadsheet for ACC and CPA which goes to the ACC Business Office to 
advise it where to deposit or transfer funds.  
 
Penalty amounts are also included in these transfers, but are automatically deposited into the general 
fund upon receipt of the monthly transfers.  The collections agent does a breakdown of all funds 
collected, by restitution and penalty.  

 
  7.9 Disbursement of Recovered Funds to Investors 
 

The collections agent monitors the respondent’s restitution paid account balance to determine when a 
distribution to investors should be made.  The collections agent updates both the ACC and CPA 
restitution account balance spreadsheets with any known amounts that were paid directly to the Division 
or payments received through the BCE department monthly transfers. Each investor’s distribution 
amount is determined by a formula. 

 
 8. Public Contact 
 
  8.1  Attorney on Duty (“AOD”)/Investigator on Duty (“IOD”) calls 
 
   The Division receives inquiries on a daily basis regarding Division business, which includes telephone 
   calls, e-mail inquiries, and in-office visitors.  These contacts are tabulated by assigned staff who are on 
   duty that day. 
 
  8.2 Public Record Requests 
 
   Public records laws require that agencies respond to public records requests. All requests for copies of 
   public records must be submitted on a completed “public records reproduction request” form.   Copying 
   fees may be assessed, collected, and receipted. Documents produced must be itemized. 
 
  8.3 No Action Requests 
 
   The Division’s statutory authorization states that the Director may formally respond to written requests 
   from interested persons for interpretative no-action letters that confirm that the Division will not institute 
   enforcement proceedings against certain specified persons for engaging in certain specified activities. 
   A non-refundable filing fee of $200 must accompany requests for no-action letters. 
 
   8.3.1  Retention of no-action documentation; 
 

    8.3.1.1 A hard copy no-action letter file is maintained; or 
 
    8.3.1.2 An electronic no-action letter file is maintained. 

 
  
 9. Document Management 
 
  All public records held by the Division must follow a records retention schedule. Upon certain dates,  
  documents are sent to an offsite records center and/or destroyed. 
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III.  SCOPE OF WORK 

 
A.  Introduction 
 
 This section outlines the scope of work required for the Arizona Securities Division Legacy System Replacement 
 Project.  
 
 The successful offeror (Contractor) will be required to work in collaboration with the ACC   which includes the Securities 
 and IT Divisions, and other representatives of the Division to accomplish the project. 
 
 The Contractor will be required to implement the Solution in the Division’s office located in Phoenix, AZ. 
 
 
B.  Software Solution 
 
 The functionality desired is described generally in Section I (C), Overview of Required Deliverables and more specifically 
 in Exhibit A attached to this RFP. The Division has a preference for a COTS Solution that requires more  configuration 
 than  custom development.   Offeror’s proposals shall describe the proposed Solution functionality  that requires 
 configuration,  customization,  development from scratch, third party software, or that cannot be met  according to 
 the matrix included  as Exhibit A. The Offeror must complete Exhibit A and respond whether they meet each 
 requirement or not,  following the detailed instructions in Special Instructions to Offerors. 
 
 The diagram set forth in Exhibit D is a high-level system diagram of what the Division requires as a software solution.  
 The diagram shows some of the key data/functionality required only; offerors should refer to Exhibit A for the complete 
 requirements. The diagram illustrates the following: 

 
1. Global Requirement 
 

 The Solution must integrate data reflecting every “touch point” an individual or entity has with the  Division. 
 

2.  Examination Management 
 

 The Solution must provide the ability to manage examination data, including examinees’ key  information, 
 scheduling of exams, collecting and uploading examinees’ documents, and tracking the  timeline of key exam 
 events. 
 

3.  Investigation Management 
 

 Investigation and interview data may be uploaded or entered into the Solution, including  comprehensive 
 subpoena tracking.  Reports and due date triggers are also required. 
 

4.  Case Management 
 

 The Solution must provide case management for any litigation initiated against an individual or entity by  the 
 enforcement section.  Case management includes deadline reminders, staff assignments, drafting and filing 
 pleadings, complex financial analysis by accountants, maintaining an evidence log, and preparation for 
 hearings. 
 

5.   Collections Management 
 

 The Solution must account for collection of restitution and penalties as a result of enforcement actions. 
 Payments are receipted, redistributed to investors, and reported on to various other state agencies. 
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6.  Registration, Exemption, and Licensing Management 
 
 The Solution must collect data concerning registrations, exemptions, and licensing of individuals and 
 entities, and securities offerings.  It must allow filing fee information to be input electronically or  manually into 
 the Solution. 
 

7.    Financial Management 
 

 The Solution must have a financial module that integrates with other parts of the Solution.  The Division 
 receives payments for restitution and penalties, filing fees, and processing fees for public records  requests and 
 no-action requests.  The Solution must receipt all payments and allocate such payments to  one  of 
 four (4) State accounts.  The Solution must be capable of complex calculation of filing fees.  Notices, 
 letters, and  reports are also required. 
 

8.  Public Records Request Management 
 

 The Solution must provide the ability to track public records requests and documents provided in  response to 
 such requests.  Reporting and letters are also required. 
 

9.  User Administration 
 

 The Division requires the Solution to manage both user account and role definition so that staff can be 
 assigned specific roles (e.g. investigator, attorney) and appropriate permissions. 
 

10.   Reporting 
 

 Reporting is required in every module. 
 

11.  Web Portal 
 

 A web portal is desired for some modules to allow for forms and/or data entry by the public and to 
 receive/process payments to the Division. 
 

C.  Hardware and Third Party Software 
  
 The Contractor shall acquire any hardware or 3

rd
 party software required by the Solution, including licensed software, 

 in such a manner that it may be legally used in the Solution.  The Contractor shall ensure that both the hardware and 
 software is upgradable and expandable with regular maintenance to ensure optimum performance.  The Contractor 
 must  provide for no fewer than fifty (50) State user licenses for all hardware and software, including third-party 
 software during  the entire term of the contract. 
 
 Purchased hardware and software must all transfer to the State during Turnover Activities defined in Exhibit C.   
 Offerors shall itemize hardware and software in their proposal on the cost schedules provided in Attachment 1 in the 
 event the Division purchases the hardware and software (beyond licensing).  Schedules will include price per user for 
 each license. 
 
D.  Data Migration 
 
 For the proposed Solution, the Division shall require the Contractor to perform the complete migration of existing  data 
 that exists in the current databases, software tools, and spreadsheets used by the Division to do their work, as was 
 described previously.  The detailed requirements that must be met are part of Exhibit C. 
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E.   Contractor Services and Deliverables 
 
 For the proposed Solution, the Division shall require the Contractor to perform the following product life cycle 
 activities for implementing the Solution: 
 
 1. Project Initiation and Management; 
 
 2.  Requirements Definition; 
 
 3. Design; 
 
 4.  Development/Configuration; 
 
 5. Data Conversion; 
 
 6. Testing; 
 
 7. Training; 
 
 8. Implementation; 
 
 9. Maintenance and Operations; and 
 
 10.  Turnover Activities 
 
In Exhibit C, the Division lists all requirements per activity listed above.  The Offeror must indicate, whether they meet or do not 
meet the requirement. 
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UNIFORM TERMS AND CONDITIONS 

 

1.  Definition of Terms. As used in this Solicitation and any resulting Contract, the terms listed below are 
defined as follows: 

 
1.1 “Attachment” means any item the Solicitation requires the Offeror to submit as part of the Offer. 
 
1.2 “Contract” means the combination of the Solicitation, including the Uniform and Special Instructions to 

Offerors, the Uniform and Special Terms and Conditions, and the Specifications and Statement or Scope of 
Work; the Offer and any Best and Final Offers; and any Solicitation Amendments or Contract Amendments. 

 
1.3 "Contract Amendment" means a written document signed by the Procurement Officer that is issued for the 

purpose of  making changes in the Contract. 
 
1.4 “Contractor” means any person who has a Contract with the State. 
 
1.5 “Days” means calendar days unless otherwise specified. 
 
1.6 “Exhibit” means any item labeled as an Exhibit in the Solicitation or placed in the Exhibits section of the 

Solicitation. 
 
1.7 “Gratuity” means a payment, loan, subscription, advance, deposit of money, services, or anything of more than 

nominal value, present or promised, unless consideration of substantially equal or greater value is received. 
 
1.8 “Materials” means all property, including equipment, supplies, printing, insurance and leases of property but 

does not include land, a permanent interest in land or real property or leasing space. 
 
1.9 “Procurement Officer” means the person, or his or her designee, duly authorized by the State to enter into and 

administer Contracts and make written determinations with respect to the Contract. 
 
1.10 “Services” means the furnishing of labor, time or effort by a contractor or subcontractor which does not involve 

the delivery of a specific end product other than required reports and performance, but does not include 
employment agreements or collective bargaining agreements. 

 
1.11 “Subcontract” means any Contract, express or implied, between the Contractor and another party or between 

a subcontractor and another party delegating or assigning, in whole or in part, the making or furnishing of any 
material or any service required for the performance of the Contract. 

 
1.12 “State” means the State of Arizona and Department or Agency of the State that executes the Contract. 
 
1.13 “State Fiscal Year” means the period beginning with July 1 and ending June 30, 

 

2 Contract Interpretation 

 
2.1 Arizona Law. The Arizona law applies to this Contract including, where applicable, the Uniform Commercial 

Code as adopted by the State of Arizona and the Arizona Procurement Code, Arizona Revised Statutes 
(A.R.S.) Title 41, Chapter 23, and its implementing rules, Arizona Administrative Code (A.A.C.) Title 2, 
Chapter 7. 

 
2.2 Implied Contract Terms. Each provision of law and any terms required by law to be in this Contract are a part 

of this Contract as if fully stated in it. 
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2.3 Contract Order of Precedence. In the event of a conflict in the provisions of the Contract, as accepted by the 

State and as they may be amended, the following shall prevail in the order set forth below: 
 

2.3.1 Special Terms and Conditions; 
2.3.2 Uniform Terms and Conditions; 
2.3.3 Scope of Work; 
2.3.4 Exhibits ; 
2.3.5 Attachments; 
2.3.6 Documents referenced or included in the Solicitation. 

 
2.4 Relationship of Parties. The Contractor under this Contract is an independent Contractor. Neither party to this 

Contract shall be deemed to be the employee or agent of the other party to the Contract. 
 
2.5 Severability. The provisions of this Contract are severable. Any term or condition deemed illegal or invalid shall 

not affect any other term or condition of the Contract. 
 
2.6 No Parol Evidence. This Contract is intended by the parties as a final and complete expression of their 

agreement. No course of prior dealings between the parties and no usage of the trade shall supplement or 
explain any terms used in this document and no other understanding either oral or in writing shall be binding. 

 
2.7 No Waiver. Either party’s failure to insist on strict performance of any term or condition of the Contract shall 

not be deemed a waiver of that term or condition even if the party accepting or acquiescing in the 
nonconforming performance knows of the nature of the performance and fails to object to it. 

 

3 Contract administration and operation. 
 
3.1 Records. Under A.R.S. § 35-214 and § 35-215, the Contractor shall retain and shall contractually require each 

subcontractor to retain all data and other “records” relating to the acquisition and performance of the Contract 
for a period of five years after the completion of the Contract. All records shall be subject to inspection and 
audit by the State at reasonable times. Upon request, the Contractor shall produce a legible copy of any or all 
such records. 

 
3.2 Non-Discrimination. The Contractor shall comply with State Executive Order No. 2009-09 and all other 

applicable Federal and State laws, rules and regulations, including the Americans with Disabilities Act. 
 
3.3 Audit. Pursuant to ARS § 35-214, at any time during the term of this Contract and five (5) years thereafter, the 

Contractor’s or any subcontractor’s books and records shall be subject to audit by the State and, where 
applicable, the Federal Government, to the extent that the books and records relate to the performance of the 
Contract or Subcontract. 

 
3.4 Facilities Inspection and Materials Testing. The Contractor agrees to permit access to its facilities, 

subcontractor facilities and the Contractor’s processes or services, at reasonable times for inspection of the 
facilities or materials covered under this Contract. The State shall also have the right to test, at its own cost, 
the materials to be supplied under this Contract. Neither inspection of the Contractor’s facilities nor materials 
testing shall constitute final acceptance of the materials or services. If the State determines noncompliance of 
the materials, the Contractor shall be responsible for the payment of all costs incurred by the State for testing 
and inspection. 

 
3.5 Notices. Notices to the Contractor required by this Contract shall be made by the State to the person indicated 

on the Offer and Acceptance form submitted by the Contractor unless otherwise stated in the Contract. 
Notices to the State required by the Contract shall be made by the Contractor to the Solicitation Contact 
Person indicated on the Solicitation cover sheet, unless otherwise stated in the Contract. An authorized 
Procurement Officer and an authorized Contractor representative may change their respective person to 
whom notice shall be given by written notice to the other and an amendment to the Contract shall not be 
necessary. 



 

Uniform Terms and Conditions 
State of Arizona 

State Procurement Office 
100 N 15th Ave., Suite 201 

Phoenix, AZ 85007 

SOLICITATION NO.:  
PAGE 

24 

TITLE:  
OF 
98 

 

 

 

 

 
3.6 Advertising, Publishing and Promotion of Contract. The Contractor shall not use, advertise or promote 

information for commercial benefit concerning this Contract without the prior written approval of the 
Procurement Officer. 

 
3.7 Property of the State. Any materials, including reports, computer programs and other deliverables, created 

under this Contract are the sole property of the State. The Contractor is not entitled to a patent or copyright on 
those materials and may not transfer the patent or copyright to anyone else. The Contractor shall not use or 
release these materials without the prior written consent of the State. 

 
3.8 Ownership of Intellectual Property 

Any and all intellectual property, including but not limited to copyright, invention, trademark, trade name, 
service mark, and/or trade secrets created or conceived pursuant to or as a result of this contract and any 
related subcontract (“Intellectual Property”), shall be work made for hire and the State shall be considered the 
creator of such Intellectual Property. The agency, department, division, board or commission of the State of 
Arizona requesting the issuance of the contract shall own (for and on behalf of the State) the entire right, title 
and interest to the Intellectual Property throughout the world. Contractor shall notify the State, within thirty (30) 
days, of the creation of any Intellectual Property by it or its subcontractor(s). Contractor, on behalf of itself and 
any subcontractor (s), agrees to execute any and all document(s) necessary to assure ownership of the 
Intellectual Property vests in the State and shall take no affirmative actions that might have the effect of 
vesting all or part of the Intellectual Property in any entity other than the State. The Intellectual Property shall 
not be disclosed by contractor or its subcontractor(s) to any entity not the State without the express written 
authorization of the agency, department, division, board or commission of the State of Arizona requesting the 
issuance of this contract. 
 

3.9 Federal Immigration and Nationality Act  The Contractor shall comply with all federal, state, and local 
immigration laws and regulations relating to the immigration status of their employees during the term of the 
Contract.  Further the contractor shall flow down this requirement to all subcontractors utilized during the term 
of the contract.  The State shall retain the right to perform random audits of contractor and subcontractor 
records or to inspect papers or any employee thereof to ensure compliance.  Should the State determine that 
the contractor and or any subcontractors be found noncompliant, the State may pursue all remedies allowed 
by law, including but not limited to; suspension of work, termination of the contract for default and suspension 
and or debarment of the contractor. 

 
3.10 E-Verify Requirements  In accordance with A.R.S 41-4401, Contractor warrants compliance with all Federal 

immigration laws and regulations relating to employees and warrants its compliance with A.R.S. 23-214, 
Subsection A. 

 
3.11 Scrutinized Businesses  In accordance with A.R.S. 35-391 and A.R.S. 35-393, Contractor certifies that the 

Contractor does not have scrutinized business operations in Sudan or Iran. 

 

4 Costs and Payments 
 
4.1 Payments. Payments shall comply with the requirements of A.R.S. Titles 35 and 41, Net 30 days. Upon receipt 

and acceptance of goods or services, the Contractor shall submit a complete and accurate invoice for 
payment from the State within thirty (30) days. 

 
4.2 Delivery. Unless stated otherwise in the Contract, all prices shall be F.O.B. Destination and shall include all 

freight delivery and unloading at the destination. 
 
 
4.3 Applicable Taxes. 
 

4.3.1 Payment of Taxes. The Contractor shall be responsible for paying all applicable taxes. 
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4.3.2 State and Local Transaction Privilege Taxes. The State of Arizona is subject to all applicable state and 
local transaction privilege taxes. Transaction privilege taxes apply to the sale and are the responsibility 
of the seller to remit. Failure collect such taxes from the buyer does not relieve the seller from its 
obligation to remit taxes. 

 
4.3.3 Tax Indemnification. Contractor and all subcontractors shall pay all Federal, state and local taxes 

applicable to its operation and any persons employed by the Contractor. Contractor shall, and require 
all subcontractors to hold the State harmless from any responsibility for taxes, damages and interest, 
if applicable, contributions required under Federal, and/or state and local laws and regulations and any 
other costs including transaction privilege taxes, unemployment compensation insurance, Social 
Security and Worker’s Compensation. 

 
4.3.4 IRS W9 Form. In order to receive payment the Contractor shall have a current IRS W9 Form on file 

with the State of Arizona, unless not required by law. 
 
4.4 Availability of Funds for the Next State fiscal year. Funds may not presently be available for performance 

under this Contract beyond the current state fiscal year. No legal liability on the part of the State for any 
payment may arise under this Contract beyond the current state fiscal year until funds are made available for 
performance of this Contract. 

 
4.5 Availability of Funds for the current State fiscal year. Should the State Legislature enter back into session and 

reduce the appropriations  for any reason and these goods or services are not funded, the State may take any 
of the following actions: 

 
4.5.1 Accept a decrease in price offered by the, contractor 
4.5.2 Cancel the Contract 
4.5.3 Cancel the contract and re-solicit the requirements. 

 

5 Contract changes 
 
5.1 Amendments. This Contract is issued under the authority of the Procurement Officer who signed this Contract. 

The Contract may be modified only through a Contract Amendment within the scope of the Contract. Changes 
to the Contract, including the addition of work or materials, the revision of payment terms, or the substitution of 
work or materials, directed by a person who is not specifically authorized by the procurement officer in writing 
or made unilaterally by the Contractor are violations of the Contract and of applicable law. Such changes, 
including unauthorized written Contract Amendments shall be void and without effect, and the Contractor shall 
not be entitled to any claim under this Contract based on those changes. 

 
5.2 Subcontracts. The Contractor shall not enter into any Subcontract under this Contract for the performance of 

this contract without the advance written approval of the Procurement Officer. The Contractor shall clearly list 
any proposed subcontractors and the subcontractor’s proposed responsibilities. The Subcontract shall 
incorporate by reference the terms and conditions of this Contract. 

 
5.3 Assignment and Delegation. The Contractor shall not assign any right nor delegate any duty under this 

Contract without the prior written approval of the Procurement Officer. The State shall not unreasonably 
withhold approval. 

 

 

 

6 Risk and Liability 
 
6.1 Risk of Loss. The Contractor shall bear all loss of conforming material covered under this Contract until 

received by authorized personnel at the location designated in the purchase order or Contract. Mere receipt 
does not constitute final acceptance. The risk of loss for nonconforming materials shall remain with the 
Contractor regardless of receipt. 
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6.2 Indemnification 
 

6.2.1 Contractor/Vendor Indemnification (Not Public Agency) The parties to this contract agree that the 
State of Arizona, its’ departments, agencies, boards and commissions shall be indemnified and held 
harmless by the contractor for the vicarious liability of the State as a result of entering into this 
contract. However, the parties further agree that the State of Arizona, its’ departments, agencies, 
boards and commissions shall be responsible for its’ own negligence. Each party to this contract is 
responsible for its’ own negligence. 

 
6.2.2 Public Agency Language Only Each party (as 'indemnitor') agrees to indemnify, defend, and hold 

harmless the other party (as 'indemnitee'') from and against any and all claims, losses, liability, costs, 
or expenses (including reasonable attorney's fees) (hereinafter collectively referred to as 'claims') 
arising out of bodily injury of any person (including death) or property damage but only to the extent 
that such claims which result in vicarious/derivative liability to the indemnitee, are caused by the act, 
omission, negligence, misconduct, or other fault of the indemnitor, its’ officers, officials, agents, 
employees, or volunteers." 

 

6.3 Indemnification - Patent and Copyright. The Contractor shall indemnify and hold harmless the State against 
any liability, including costs and expenses, for infringement of any patent, trademark or copyright arising out of 
Contract performance or use by the State of materials furnished or work performed under this Contract. The 
State shall reasonably notify the Contractor of any claim for which it may be liable under this paragraph. If the 
contractor is insured pursuant to A.R.S. § 41-621 and § 35-154, this section shall not apply. 

 
6.4 Force Majeure. 
 

6.4.1 Except for payment of sums due, neither party shall be liable to the other nor deemed in default under 
this Contract if and to the extent that such party’s performance of this Contract is prevented by reason 
of force majeure. The term “force majeure” means an occurrence that is beyond the control of the 
party affected and occurs without its fault or negligence. Without limiting the foregoing, force majeure 
includes acts of God; acts of the public enemy; war; riots; strikes; mobilization; labor disputes; civil 
disorders; fire; flood; lockouts; injunctions-intervention-acts; or failures or refusals to act by 
government authority; and other similar occurrences beyond the control of the party declaring force 
majeure which such party is unable to prevent by exercising reasonable diligence. 

 
6.4.2 Force Majeure shall not include the following occurrences: 

 
6.4.2.1 Late delivery of equipment or materials caused by congestion at a manufacturer’s plant or 

elsewhere, or an oversold condition of the market; 
 

6.4.2.2 Late performance by a subcontractor unless the delay arises out of a force majeure 
occurrence in accordance with this force majeure term and condition; or 

 
6.4.2.3 Inability of either the Contractor or any subcontractor to acquire or maintain any required 

insurance, bonds, licenses or permits. 
 

6.4.3 If either party is delayed at any time in the progress of the work by force majeure, the delayed party 
shall notify the other party in writing of such delay, as soon as is practicable and no later than the 
following working day, of the commencement thereof and shall specify the causes of such delay in 
such notice. Such notice shall be delivered or mailed certified return receipt and shall make a specific 
reference to this article, thereby invoking its provisions. The delayed party shall cause such delay to 
cease as soon as practicable and shall notify the other party in writing when it has done so. The time 
of completion shall be extended by Contract Amendment for a period of time equal to the time that 
results or effects of such delay prevent the delayed party from performing in accordance with this 
Contract. 
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6.4.4 Any delay or failure in performance by either party hereto shall not constitute default hereunder or give 
rise to any claim for damages or loss of anticipated profits if, and to the extent that such delay or 
failure is caused by force majeure. 

 
6.5 Third Party Antitrust Violations. The Contractor assigns to the State any claim for overcharges resulting from 

antitrust violations to the extent that those violations concern materials or services supplied by third parties to 
the Contractor, toward fulfillment of this Contract. 

 

7 Warranties 
 
7.1 Liens. The Contractor warrants that the materials supplied under this Contract are free of liens and shall 

remain free of liens. 
 
7.2 Quality. Unless otherwise modified elsewhere in these terms and conditions, the Contractor warrants that, for 

one year after acceptance by the State of the materials, they shall be: 
 

7.2.1 Of a quality to pass without objection in the trade under the Contract description; 
 

7.2.2 Fit for the intended purposes for which the materials are used; 
 

7.2.3 Within the variations permitted by the Contract and are of even kind, quantity, and quality within each 
unit and among all units; 

 
7.2.4 Adequately contained, packaged and marked as the Contract may require; and 

 
7.2.5 Conform to the written promises or affirmations of fact made by the Contractor. 

 
7.3 Fitness. The Contractor warrants that any material supplied to the State shall fully conform to all requirements 

of the Contract and all representations of the Contractor, and shall be fit for all purposes and uses required by 
the Contract. 

 
7.4 Inspection/Testing. The warranties set forth in subparagraphs 7.1 through 7.3 of this paragraph are not 

affected by inspection or testing of or payment for the materials by the State. 
 
7.5 Compliance With Applicable Laws. The materials and services supplied under this Contract shall comply with 

all applicable Federal, state and local laws, and the Contractor shall maintain all applicable licenses and 
permit requirements. 

 
7.6 Survival of Rights and Obligations after Contract Expiration or Termination. 

 
7.6.1 Contractor's Representations and Warranties. All representations and warranties made by the 

Contractor under this Contract shall survive the expiration or termination hereof. In addition, the 
parties hereto acknowledge that pursuant to A.R.S. § 12-510, except as provided in A.R.S. § 12-529, 
the State is not subject to or barred by any limitations of actions prescribed in A.R.S., Title 12, Chapter 
5. 

 
7.6.2 Purchase Orders. The Contractor shall, in accordance with all terms and conditions of the Contract, 

fully perform and shall be obligated to comply with all purchase orders received by the Contractor prior 
to the expiration or termination hereof, unless otherwise directed in writing by the Procurement Officer, 
including, without limitation, all purchase orders received prior to but not fully performed and satisfied 
at the expiration or termination of this Contract. 

 

8 State's Contractual Remedies 
 
8.1 Right to Assurance. If the State in good faith has reason to believe that the Contractor does not intend to, or is 

unable to perform or continue performing under this Contract, the Procurement Officer may demand in writing 
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that the Contractor give a written assurance of intent to perform. Failure by the Contractor to provide written 
assurance within the number of Days specified in the demand may, at the State’s option, be the basis for 
terminating the Contract under the Uniform Terms and Conditions or other rights and remedies available by 
law or provided by the contract. 

 
8.2 Stop Work Order. 
 

8.2.1 The State may, at any time, by written order to the Contractor, require the Contractor to stop all or any 
part, of the work called for by this Contract for period(s) of days indicated by the State after the order 
is delivered to the Contractor. The order shall be specifically identified as a stop work order issued 
under this clause. Upon receipt of the order, the Contractor shall immediately comply with its terms 
and take all reasonable steps to minimize the incurrence of costs allocable to the work covered by the 
order during the period of work stoppage. 

 
8.2.2 If a stop work order issued under this clause is canceled or the period of the order or any extension 

expires, the Contractor shall resume work. The Procurement Officer shall make an equitable 
adjustment in the delivery schedule or Contract price, or both, and the Contract shall be amended in 
writing accordingly. 

 
8.3 Non-exclusive Remedies. The rights and the remedies of the State under this Contract are not exclusive. 
 
8.4 Nonconforming Tender. Materials or services supplied under this Contract shall fully comply with the Contract. 

The delivery of materials or services or a portion of the materials or services that do not fully comply 
constitutes a breach of contract. On delivery of nonconforming materials or services, the State may terminate 
the Contract for default under applicable termination clauses in the Contract, exercise any of its rights and 
remedies under the Uniform Commercial Code, or pursue any other right or remedy available to it. 

 
8.5 Right of Offset. The State shall be entitled to offset against any sums due the Contractor, any expenses or 

costs incurred by the State, or damages assessed by the State concerning the Contractor’s non-conforming 
performance or failure to perform the Contract, including expenses, costs and damages described in the 
Uniform Terms and Conditions. 

 

9 Contract Termination 
 
9.1 Cancellation for Conflict of Interest. Pursuant to A.R.S. § 38-511, the State may cancel this Contract within 

three (3) years after Contract execution without penalty or further obligation if any person significantly involved 
in initiating, negotiating, securing, drafting or creating the Contract on behalf of the State is or becomes at any 
time while the Contract or an extension of the Contract is in effect an employee of or a consultant to any other 
party to this Contract with respect to the subject matter of the Contract. The cancellation shall be effective 
when the Contractor receives written notice of the cancellation unless the notice specifies a later time. If the 
Contractor is a political subdivision of the State, it may also cancel this Contract as provided in A.R.S. § 38-
511. 

 
9.2 Gratuities. The State may, by written notice, terminate this Contract, in whole or in part, if the State determines 

that employment or a Gratuity was offered or made by the Contractor or a representative of the Contractor to 
any officer or employee of the State for the purpose of influencing the outcome of the procurement or securing 
the Contract, an amendment to the Contract, or favorable treatment concerning the Contract, including the 
making of any determination or decision about contract performance. The State, in addition to any other rights 
or remedies, shall be entitled to recover exemplary damages in the amount of three times the value of the 
Gratuity offered by the Contractor. 

 
9.3 Suspension or Debarment. The State may, by written notice to the Contractor, immediately terminate this 

Contract if the State determines that the Contractor has been debarred, suspended or otherwise lawfully 
prohibited from participating in any public procurement activity, including but not limited to, being disapproved 
as a subcontractor of any public procurement unit or other governmental body. Submittal of an offer or 
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execution of a contract shall attest that the contractor is not currently suspended or debarred. If the contractor 
becomes suspended or debarred, the contractor shall immediately notify the State. 

 
9.4 Termination for Convenience. The State reserves the right to terminate the Contract, in whole or in part at any 

time, when in the best interests of the State without penalty or recourse. Upon receipt of the written notice, the 
Contractor shall stop all work, as directed in the notice, notify all subcontractors of the effective date of the 
termination and minimize all further costs to the State. In the event of termination under this paragraph, all 
documents, data and reports prepared by the Contractor under the Contract shall become the property of and 
be delivered to the State upon demand. The Contractor shall be entitled to receive just and equitable 
compensation for work in progress, work completed and materials accepted before the effective date of the 
termination. The cost principles and procedures provided in A.A.C. R2-7-701 shall apply. 

 
9.5 Termination for Default 
 

9.5.1 In addition to the rights reserved in the contract, the State may terminate the Contract in whole or in 
part due to the failure of the Contractor to comply with any term or condition of the Contract, to acquire 
and maintain all required insurance policies, bonds, licenses and permits, or to make satisfactory 
progress in performing the Contract. The Procurement Officer shall provide written notice of the 
termination and the reasons for it to the Contractor. 

 
9.5.2 Upon termination under this paragraph, all goods, materials, documents, data and reports prepared by 

the Contractor under the Contract shall become the property of and be delivered to the State on 
demand. 

 
9.5.3 The State may, upon termination of this Contract, procure, on terms and in the manner that it deems 

appropriate, materials or services to replace those under this Contract. The Contractor shall be liable 
to the State for any excess costs incurred by the State in procuring materials or services in 
substitution for those due from the Contractor. 

 
9.6 Continuation of Performance Through Termination. The Contractor shall continue to perform, in accordance 

with the requirements of the Contract, up to the date of termination, as directed in the termination notice. 
 

10 Contract Claims.  All contract claims or controversies under this Contract shall be resolved according to 
A.R.S. Title 41, Chapter 23, Article 9, and rules adopted thereunder. 

 

11 Arbitration. The parties to this Contract agree to resolve all disputes arising out of or relating to this contract 
through arbitration, after exhausting applicable administrative review, to the extent required by A.R.S. § 12-
1518, except as may be required by other applicable statutes (Title 41). 

 

12 Comments Welcome. The State Procurement Office periodically reviews the Uniform Terms and Conditions 
and welcomes any comments you may have. Please submit your comments to: State Procurement 
Administrator, State Procurement Office, 100 North 15

th
 Avenue, Suite 201, Phoenix, Arizona 85007. 
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A. Purpose 
 

Pursuant to provisions of the Arizona Procurement Code, A.R.S. 41-2501 Et Seq., the State of Arizona intends to 
establish a Contract for the materials or services as listed herein in service to ADOA-ASET. 

 

B.      Term of Contract 
 

The term of any resultant Contract shall commence on date of award and shall continue for a period of three (3) years 
thereafter, unless terminated, canceled or extended as otherwise provided herein. 

 

C. Contract Extensions Ten  (10) Year Maximum 
 

The Contract term is for the stated period subject to additional successive periods of twelve (12) months per extension 
with a maximum aggregate including all extensions not to exceed ten (10) years.   

 

D. Contract Type 
 

 x Fixed Price 

  Cost Reimbursement 

 

E. Eligible Agencies  
 
This contract shall be for the exclusive use of the Arizona Corporation Commission. 
 

F. Non-Exclusive Contract 
 

Any Contract resulting from this solicitation shall be awarded with the understanding and agreement that it is for the sole 
convenience of the State of Arizona.  The State reserves the right to obtain like goods or services from another source 
when necessary, or when determined to be in the best interest of the State. 

 

G. Licenses 
 

The Contractor shall maintain in current status, all federal, state and local licenses and permits required for the operation 
of the business conducted by the Contractor. 
 

H. Volume of Work 
 

The State does not guarantee a specific amount of work either for the life of the Contract or on an annual basis. 
 

I. Employees of the Contractor 
 
All employees of the Contractor employed in the performance of work under the Contract shall be considered employees 
of the Contractor at all times, and not employees of the State.  The Contractor shall comply with the Social Security Act, 
Workman’s Compensation laws and Unemployment laws of the State of Arizona and all State, local and Federal 
legislation relevant to the Contractor’s business.   
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J. Key Personnel 
 

It is essential that the Contractor provide adequate experienced personnel, capable of and devoted to the successful 
accomplishment of work to be performed under this Contract.  The Contractor must agree to assign specific individuals 
to the key positions if required. 

 
The Contractor agrees that, once assigned to work under this Contract, key personnel shall not  be removed or replaced 
without written notice to the State. 
 
Key personnel who are not available for work under this Contract for a continuous period exceeding thirty (30) calendar 
days, or are expected to devote substantially less effort to the work than initially anticipated, the Contractor shall 
immediately notify the State, and shall, subject to the concurrence of the State, replace such personnel with personnel of 
substantially equal ability and qualifications. 
 

K. Order Process 
 

The award of a Contract shall be in accordance with the Arizona Procurement Code. Any attempt to represent any 
material and/or service not specifically awarded as being under contract is a violation of the Contract and the Arizona 
Procurement Code. Any such action is subject to the legal and contractual remedies available to the State, inclusive of, 
but not limited to, contract cancellation, suspension and/or debarment of the Contractor.  
 

L. Cooperation with Other Contractors and Subcontractors 

 
The Contractor shall fully cooperate with other State Contractors, Subcontractors and Assigns and carefully plans and 
performs its own work to accommodate the work of other Contractors.  The Contractor shall not intentionally commit or 
permit any act which will interfere with the performance of work by any other State Contractors. 

 

M. Changes 
 

The State reserves the right to revise the delivery schedule and make other changes within the Scope of Work as may 
be deemed necessary to best serve the interest of the State. All changes shall be documented by formal amendments to 
the Contract. Changes made without benefit of a formal amendment will not be valid. 

 
 

N. Price Adjustment 
 
Contractor prices accepted and subsequently awarded by a Contract shall remain in effect for a minimum of three (3) 
years. The Contractor may request a price adjustment, but the State will not review or approve an increase until the 
Contract has been in effect for three (3) years. The State will review any requested rate increase to determine whether 
such request is reasonable in relation to increased supplier or material costs.  Contractor shall provide written 
justification for any price adjustment requested, including information contained in the Consumer Price Index or similar 
official cost analysis to support any requested price increase. Any price increase adjustment, if approved, will be 
effective upon execution of a written Contract amendment.  Likewise, the Contractor shall offer the State a price 
adjustment reduction concurrent with reduced costs from their suppliers. Price reductions will become effective upon 
execution of a Contract amendment. 
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O. Payment Procedures 
 
The State will not make payments to any Entity, Group or individual other than the Contractor with the Federal Employer 
Identification (FEI) Number identified in the Contract.  Contractor invoices requesting payment to any Entity, Group or 
individual other than the contractually specified Contractor shall be returned to the Contractor for correction. 
 
The Contractor shall review and insure that the invoices for services provided show the correct Contractor name prior to 
sending them for payment. 
 
If the Contractor Name and FEI Number change, the Contractor must complete an “Assignment and Agreement” form 
transferring contract rights and responsibilities to the new Contractor.  The State must indicate consent on the form.  A 
written Contract Amendment must be signed by both parties and a new W-9 form must be submitted by the new 
Contractor and entered into the system prior to any payments being made to the new Contractor. 
 

P. Invoice Process 
 

Unless otherwise specified in the applicable SOW, the Contractor(s) agrees to follow the below listed process for 
submission of invoices: 

 
The Contractor(s) agrees to submit invoices for work that has been performed. Failure to submit invoices within thirty 
(30) days after providing services may result in payment denial.  The State is not responsible for any delay in the invoice 
and payment schedule if a discrepancy in invoice supporting documentation provided by Contractor(s) is noted or if the 
State requires additional explanation and/or documentation.  The State will not unreasonably delay payment of submitted 
Contractor(s) invoices.  

 
All invoices must include the following supporting documentation for each line item on the invoice 

 
1. PO number and Encumbrance #; 

 

2. Contract number; 

 

3. Description of services performed; 

 

4. Copy of the signed Acceptance document; 

 

5. The employee’s first and last name (if individual consultant resource per hour pricing structure); 

 

6. The dates, time, and hours for each week for which services were performed (if individual consultant resource per 

hour pricing structure); 

 

7. The rate charged for those hours (if individual consultant resource per hour pricing structure); 

 

8. The total amount due, i.e. number of hours multiplied by the rate (if individual consultant resource per hour pricing 

structure); 

 

9. Original manufacturers invoice for any software and/or hardware purchased; and 

 

10. Original manufacturers invoice for any license(s) purchased. 

 

Q. Information Disclosure 
 



 

Special Terms and Conditions 
State of Arizona 

State Procurement Office 
100 N 15th Ave., Suite 201 

Phoenix, AZ 85007 

SOLICITATION NO.:  
PAGE 

33 

TITLE:  
OF 
98 

 

 

 

 

The Contractor shall establish and maintain procedures and controls that are acceptable for the purpose of assuring that 
no information contained in its records or obtained from the State or from others in carrying out its functions under the 
contract shall be used or disclosed by it, its agents, officers, or employees, except as required to efficiently perform 
duties under the Contract.  The Contractor also agrees that any information pertaining to individual persons shall not be 
divulged other than to employees or officers of the Contractor as needed for the performance of duties under the 
Contract, unless otherwise agreed to in writing by both Parties. 

    

R.  Warranty 
 
 All services supplied under this Contract shall be fully guaranteed by the Contractor for a minimum period of ninety (90) 

days from the date of acceptance by the State. Any defects of design, workmanship, or delivered materials that would 
result in non-compliance shall be fully corrected by the Contractor without cost to the State.  Products, such as 
hardware, or other tangible materials shall be guaranteed for a period of one (1) year. 

 

S. Limitation of Liability 

 
Contractor's liability for first party damages to the State arising from this Contract shall be limited to three (3) times the 
maximum-not-to-exceed amount of this Contract. The foregoing limitation of liability shall not apply to (i) liability, 
including indemnification obligations, for third party claims, including but not limited to; infringement of third party 
intellectual property rights; (ii) claims covered by any specific provision of the Contract calling for liquidated damages or 
other amounts, including but not limited to, performance requirements; or (iii) costs or attorneys' fees that the State is 
entitled to recover as a prevailing party in any action. 
 

T. Compliance with Applicable Laws 
 

The Materials and services supplied under this Contract shall comply with all applicable Federal, state and local laws, 
and the Contractor shall maintain all applicable license and permit requirements. 
 
Contractor represents and warrants that the Contractor has the skill and knowledge possessed by members of its trade 
or profession and Contractor will apply that skill and knowledge with care and diligence so Contactor and Contractor's 
employees and any authorized subcontractors shall perform the Services described in this Contract in accordance with 
the Statement of Work. 
 
Contractor represents and warrants that the Materials provided through this Contract and Statement of Work shall be 
free of viruses, backdoors, worms, spyware, malware and other malicious code that will hamper performance of the 
Materials, collect unlawful personally identifiable information on users or prevent the Materials from performing as 
required under the terms and conditions of this Contract. 

 

U. Acceptance 

 Determination of the acceptability of services shall be made by the sole judgment of the State.  Acceptance shall be in 
writing, verbal acceptance will not be allowed. Services shall be completed in accordance with the Scope of Work, 
agreed to and accepted schedules, plans, and agreed to performance standards. Acceptance criteria shall include, but 
not be limited to conformity to the scope of work, quality of workmanship and successfully performing all required tasks. 
A standardized Acceptance document format shall be determined by the State and Contractor(s) during Transition (in).  
Any project milestones are not accepted by the State until a signed Acceptance document is completed.  Acceptance 
criteria that are exclusively individual consultant resources require approval of hours for each time period invoiced for 
each individual consultant resource.  Nonconformance to any of the stated acceptance and performance criteria of both 
services and or products as required shall result in a delay for payment. Payment shall not be made until 
nonconformance to the criteria is corrected as determined by the State. 

 

V. Performance 
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Contractor agrees that, from and after the date that the applicable services commence, its performance of the Scope of 
Work will meet or exceed industry best practices subject to the limitations and in accordance with the provisions set forth 
in this Contract.  If the products and services provided pursuant to this Contract are changed, modified or enhanced 
(whether by Change Order or through the provision of new products or services), the State and the Contractor  will 
review the current performance experience and will in good faith determine whether such experience should be adjusted 
and whether additional products or services should be implemented or whether products and services be removed.  The 
following requirements shall also apply: 

 
 

1. Failure to Perform  
 

 If Contractor fails to complete any deliverable, then Contractor shall: 
 
 1.1 Promptly perform a root-cause analysis to identify the cause of such failure;  
 
 1.2 Use commercially reasonable efforts to correct such failure and to begin meeting the requirements as promptly 

as practicable;  
 
 1.3 Provide the State with a report detailing the cause of, and procedure for correcting, such   failure; and  
 
 1.4 If appropriate under the circumstances, take action to avoid such failure in the future. 

 
2. Root-Cause Analysis 

 
In the event of the Contractor's failure to perform required services or meet agreed upon service levels or other 
Contractor service standards as required by the State under this Contract, the Contractor shall perform an analysis 
of the cause of the service level problem and implement remediation steps as appropriate. The State shall have the 
right to review the analysis and approve the remediation steps prior to or subsequent to their implementation, as 
deemed appropriate by the State, if the remediation steps impact State assets or operational processes. 

 

W.  Compensation 

 
Should the Contractor fail to provide all required services or deliver work products, as agreed upon by State and the 
Contractor, the State shall be entitled to invoke applicable remedies, including but not limited to, withholding payment to 
the Contractor and declaring the Contractor in material breach of the Contract.  If the Contractor is in any manner in 
default of any obligation or the Contractor’s work or performance is determined by the State to be defective, sub-
standard, or if audit exceptions are identified, the State may, in addition to other available remedies, either adjust the 
amount of payment or withhold payment until satisfactory resolution of the default, defect, exception or sub-standard 
performance.  The Contractor shall reimburse the State on demand, or the State may deduct from future payments, any 
amounts paid for work products or performance which are determined to be an audit exception, defective or sub-
standard performance.  The Contractor shall correct its mistakes or errors without additional cost.  The State shall be the 
sole determiner as to defective or sub-standard performance. 
 
The Contractor shall fulfill their contractual requirements including the Deliverables identified and fulfill the roles and 
responsibilities described in the Statement of Work for a firm fixed price, inclusive of travel and travel-related expenses. 
The fixed amount shall be inclusive of any fees for the use of any third party products or services required for use in the 
performance of this Contract 
 
Ten percent (10%) of the total for each invoice submitted shall be withheld as retainage.  Upon acceptance of the final 
deliverable, the State shall release all withheld retainage to the Contractor. 
 

X. Performance Bond 
 
 The awarded Contractor shall provide the State a performance bond in the amount of $1,000,000.00 within ten  (10) 
days of notification of award.  This performance bond shall be valid for the length of this contract and shall  be renewed if 
required on an annual basis.  The submission of the bond may be in the form of a bonding  document or a one time fee in 
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the form of a cashier’s check.  Both the bond and or the check shall be returned  to the Contractor at the completion of 
this contract. 
  

   Y.     Offshore Performance of Work Prohibited 
 

Due to security and identity protection concerns, direct services under this contract shall be performed within the borders 
of the United States.  Any services that are described in the specifications or scope of work that directly serve the State 
of Arizona or its clients and may involve access to secure or sensitive data or personal client data or development or 
modification of software for the State shall be performed within the borders of the United States. Unless specifically 
stated otherwise in the specifications, this definition does not apply to indirect or “overhead” services, redundant back-up 
services or services that are incidental to the performance of the contract. This provision applies to work performed by 
subcontractors at all tiers. 

Z. Indemnification 
 
The Contractor shall indemnify, defend, save and hold harmless the State of Arizona, its departments, agencies, boards, 
commissions, universities and its officers, officials, agents, and employees (hereinafter referred to as “Indemnitee”) from 
and against any and all claims, actions, liabilities, damages, losses, or expenses (including court costs, attorneys’ fees, 
and costs of claim processing, investigation and litigation) (hereinafter referred to as “Claims”) for bodily injury or personal 
injury (including death), or loss or damage to tangible or intangible property caused, or alleged to be caused, in whole or in 
part, by the negligent or willful acts or omissions of Vendor or any of its owners, officers, directors, agents, employees or 
subcontractors.  This indemnity includes any claim or amount arising out of or recovered under the Workers’ 
Compensation Law or arising out of the failure of such Vendor to conform to any federal, state or local law, statute, 
ordinance, rule, regulation or court decree.  It is the specific intention of the parties that the Indemnitee shall, in all 
instances, except for Claims arising solely from the negligent or willful acts or omissions of the Indemnitee, be indemnified 
by Vendor from and against any and all claims.  It is agreed that Vendor will be responsible for primary loss investigation, 
defense and judgment costs where this indemnification is applicable.  In consideration of the award of this Contract, the 
Vendor agrees to waive all rights of subrogation against the State of Arizona, its officers, officials, agents and employees 
for losses arising from the work performed by the Contract Broker for the State of Arizona. 

 
This indemnity shall not apply if the Vendor or sub-contractor(s) is/are an agency, board, commission or university of the 
State of Arizona. 

 

AA. Insurance Requirements 

Contractor and subcontractors shall procure and maintain until all of their obligations have been discharged, including 
any warranty periods under this Contract, are satisfied, insurance against claims for injury to persons or damage to 
property which may arise from or in connection with the performance of the work hereunder by the Contractor, his 
agents, representatives, employees or subcontractors. 
 
The insurance requirements herein are minimum requirements for this Contract and in no way limit the indemnity 
covenants contained in this Contract.  The State of Arizona in no way warrants that the minimum limits contained herein 
are sufficient to protect the Contractor from liabilities that might arise out of the performance of the work under this 
contract by the Contractor, its agents, representatives, employees or subcontractors, and Contractor  is free to purchase 
additional insurance. 

 
MINIMUM SCOPE AND LIMITS OF INSURANCE:  Contractor shall provide coverage with limits of liability not less than 
those stated below. 

 

A. Contractor shall provide coverage with limits of liability not less than those stated below. 

1.  Commercial General Liability – Occurrence Form 

 
Policy shall include bodily injury, property damage, personal and advertising injury and broad form contractual liability 
coverage. 

 General Aggregate $2,000,000 
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 Products – Completed Operations Aggregate $1,000,000 

 Personal and Advertising Injury $1,000,000 

 Damage to Rented Premises $     50,000 

 Each Occurrence $1,000,000 

 

a. The policy shall be endorsed (Blanket Endorsements are not acceptable) to include the following 

additional insured language: “The State of Arizona, and its departments, agencies, boards, 
commissions, universities, officers, officials, agents, and employees shall be named as additional 
insureds with respect to liability arising out of the activities performed by or on behalf of the 
Contractor.” Such additional insured shall be covered to the full limits of liability purchased by the 
Contractor, even if those limits of liability are in excess of those required by this Contract. 

b. Policy shall contain a waiver of subrogation endorsement (Blanket Endorsements are not acceptable) 

in favor of the “State of Arizona, and its departments, agencies, boards, commissions, universities, 

officers, officials, agents, and employees” for losses arising from work performed by or on behalf of 
the Contractor. 

 

2. Business Automobile Liability 
Bodily Injury and Property Damage for any owned, hired, and/or non-owned vehicles used in the performance of this 
Contract. 

 Combined Single Limit (CSL) $1,000,000 

a. The policy shall be endorsed (Blanket Endorsements are not acceptable) to include the following 

additional insured language:  “The State of Arizona, and its departments, agencies, boards, 

commissions, universities, officers, officials, agents, and employees shall be named as additional 

insureds with respect to liability arising out of the activities performed by or on behalf of the 

Contractor, involving automobiles owned, leased, hired or borrowed by the Contractor.” Such 
additional insured shall be covered to the full limits of liability purchased by the Contractor, even if those 
limits of liability are in excess of those required by this Contract. 

b. Policy shall contain a waiver of subrogation endorsement (Blanket Endorsements are not acceptable) 

in favor of the “State of Arizona, and its departments, agencies, boards, commissions, universities, 

officers, officials, agents, and employees” for losses arising from work performed by or on behalf of 
the Contractor. 

c. Policy shall contain a severability of interest provision. 
 
 

 

3. Worker's Compensation and Employers' Liability 

 

 Workers' Compensation Statutory 

 Employers' Liability  
Each Accident $1,000,000 
Disease – Each Employee $1,000,000 
Disease – Policy Limit $1,000,000 

 

a. Policy shall contain a waiver of subrogation endorsement (Blanket Endorsements are not acceptable) 

in favor of the “State of Arizona, and its departments, agencies, boards, commissions, universities, 

officers, officials, agents, and employees” for losses arising from work performed by or on behalf of 
the Contractor. 

b. This requirement shall not apply to:  Separately, EACH contractor or subcontractor exempt under A.R.S. § 
23-901, AND when such contractor or subcontractor executes the appropriate waiver (Sole 
Proprietor/Independent Contractor) form. 
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4.  Technology/Network Errors and Omissions Insurance 

 
Each Claim $1,000,000 
Annual Aggregate $2,000,000 

 

Coverage to include: 
 

 Hostile action or a threat of hostile action with the intent to affect, alter, copy, corrupt, destroy, disrupt, 
damage, or provide unauthorized access/unauthorized use of a computer system including exposing or 
publicizing confidential electronic data or causing electronic data to be inaccessible; 

 Computer viruses, Trojan horses, worms and any other type of malicious or damaging code; 

 Dishonest, fraudulent, malicious, or criminal use of a computer system by a person, whether identified or not, 
and whether acting alone or in collusion with other persons, to affect, alter, copy corrupt, delete, disrupt, or 
destroy a computer system or obtain financial benefit for any party or to steal or take electronic data; 

 Denial of service for which the insured is responsible that results in the degradation of  or loss of access to 
internet or network activities or normal use of a computer system; 

 Loss of service for which the insured is responsible that results in the inability of a third party, who is 
authorized to do so, to gain access to a computer system and conduct normal internet or network activities; 

 Access to a computer system or computer system resources by an unauthorized person or an authorized 
person in an unauthorized manner; 

 Loss or disclosure of confidential information no matter how it occurs; 

 Systems analysis; 

 Software Design; 

 Systems programming; 

 Data processing; 

 Systems integration;  

 Outsourcing including outsourcing development and design; 

 Systems design, consulting, development and modification; 

 Training services relating to computer software or hardware; 

 Management, repair and maintenance of computer products, networks and systems; 

 Marketing, selling, servicing, distributing, installing and maintaining computer hardware or software; and 

 Data entry, modification, verification, maintenance, storage, retrieval or preparation of data output 

 

a. In the event that the professional liability insurance required by this contract is written on a claims-made 
basis, Contractor warrants that any retroactive date under the policy shall precede the effective date of this 
Contract; and that either continuous coverage will be maintained or an extended discovery period will be 
exercised for a period of two (2) years beginning at the time work under this Contract is completed. 

b. The policy shall cover professional misconduct or lack of ordinary skill for those positions defined in the 
Scope of Work of this contract. 

 

B. ADDITIONAL INSURANCE REQUIREMENTS:  The policies shall include, or be endorsed (Blanket Endorsements are not 

acceptable)  to include, the following provisions: 

1. The Contractor's policies shall stipulate that the insurance afforded the Contractor shall be primary insurance and that 
any insurance carried by the Department, its agents, officials, employees or the State of Arizona shall be excess and 
not contributory insurance, as provided by A.R.S. § 41-621 (E). 

2. Coverage provided by the Contractor shall not be limited to the liability assumed under the indemnification provisions of 
this Contract. 

 

C. NOTICE OF CANCELLATION:  With the exception of (10) day notice of cancellation for non-payment of premium, any 
changes material to compliance with this contract in the insurance policies  above shall require (30) days written notice to the 
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State of Arizona. Such notice shall be sent directly to the Department and shall be sent by certified mail, return receipt 
requested. 

 

D. ACCEPTABILITY OF INSURERS:  Contractors insurance shall be placed with companies  licensed in the State of Arizona or 
hold approved non-admitted status on the Arizona Department of Insurance List of Qualified Unauthorized Insurers. Insurers 
shall have an “A.M. Best” rating of not less than A- VII. The State of Arizona in no way warrants that the above-required 
minimum insurer rating is sufficient to protect the Contractor from potential insurer insolvency. 

 

E. VERIFICATION OF COVERAGE:  Contractor shall furnish the State of Arizona with certificates of insurance (ACORD form or 
equivalent approved by the State of Arizona) as required by this Contract. The certificates for each insurance policy are to be 
signed by an authorized representative. 

All certificates and endorsements (Blanket Endorsements are not acceptable) are to be received and approved by the 
State of Arizona before work commences. Each insurance policy required by this Contract must be in effect at or prior to 
commencement of work under this Contract and remain in effect for the duration of the project. Failure to maintain the 
insurance policies as required by this Contract, or to provide evidence of renewal, is a material breach of contract. 

All certificates required by this Contract shall be sent directly to the Department. The State of Arizona project/contract 
number and project description shall be noted on the certificate of insurance. The State of Arizona reserves the right to 

require complete, certified copies of all insurance policies required by this Contract at any time. 
 

F. SUBCONTRACTORS:  Contractors’ certificate(s) shall include all subcontractors as insureds under its policies or Contractor 
shall furnish to the State of Arizona separate certificates and endorsements for each subcontractor. All coverages for 
subcontractors shall be subject to the minimum requirements identified above. 

 

G. APPROVAL:  Any modification or variation from the insurance requirements in this Contract shall be made by the contracting 
agency in consultation with the Department of Administration, Risk Management Division. Such action will not require a formal 
Contract amendment, but may be made by administrative action. 

 

H. EXCEPTIONS:  In the event the Contractor or sub-contractor(s) is/are a public entity, then the Insurance Requirements shall 
not apply. Such public entity shall provide a Certificate of Self-Insurance. If the contractor or sub-contractor(s) is/are a State of 
Arizona agency, board, commission, or university, none of the above shall apply. 

 

BB. Data Privacy and Security 

 

Contractor shall treat all information obtained through performance of the contract, as confidential or sensitive 
information consistent with State and federal law and State Policy. Contractor or its agents shall not use any data 
obtained in the performance of the contract in any manner except as necessary for the proper discharge of its 
obligations and protection of its rights related to this agreement. Contractor shall establish and maintain procedures and 
controls acceptable to the State for the purpose of assuring that data in its or its agents’ possession is not mishandled, 
misused, released, disclosed, or used in an inappropriate manner in performance of the contract. This includes data 
contained in Contractor’s records obtained from the State or others, necessary for contract performance. Contractor and 
its agents shall take all reasonable steps and precautions to safeguard this information and data and shall not divulge 
the information or data to parties other than those needed for the performance of duties under the contract. 

CC. Data Privacy/Security Incident Management 

 
Contractor and its agents shall cooperate and collaborate with appropriate State personnel to identify and respond to an 
information security or data privacy incident, including a security breach. 
 

1.  Threat of Security Breach 
 

 Contractor(s) agrees to notify the State Chief Information Officer (CIO), the State Chief Information 
 Security Officer (CISO) and other key personnel as identified of any perceived threats placing the  supported 
infrastructure and/or applications in danger of breach of security.  The speed of notice shall  be at least 
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commensurate with the level of threat, as perceived by the Contractor(s).  The State  agrees to provide contact 
information for the State CIO, CISO and key personnel to the Contractor(s).   

 
2. Discovery of Security Breach 

 
 Contractor agrees to immediately notify the State CIO, the CISO and key personnel as identified by the  State 
of a discovered breach of security.  The State agrees to provide contact information for the  State CIO, the CISO 
and key personnel.   

27. DD. Security Requirements for Contractor Personnel 

Each individual proposed to provide services through this contract agrees to security clearance and background check 
procedures, including fingerprinting, as defined by the Arizona Department of Administration in accordance with Arizona 
Revised Statutes §41-710.  The results of the individual’s background check procedures must meet all HIPAA and law 
enforcement requirements.  Contractor is responsible for all costs to obtain security clearance for their consultants 
providing services through this contract.  Contractor personnel, agents or sub-contractors that have administrative access 
to the State’s networks may be subject to any additional security requirements of the State as may be required for the 
performance of the contract. The Contractor, its agents and sub-contractors shall provide documentation to the State 
confirming compliance with all such additional security requirements for performance of the contract. Additional security 
requirements include but are not limited to the following: 

1. Identity and Address Verification – that verifies the individual is who he or she claims to be 
 including verification of the candidate’s present and previous addresses; 

2. UNAX/confidentiality Training;  

3. HIPAA Privacy and Security Training; and  

4. Information Security Training. 
 

EE. Access Constraints and Requirements 

 
Contractor access to State facilities and resources shall be properly authorized by State personnel, based on business 
need and will be restricted to least possible privilege.  Upon approval of access privileges, the Contractor shall   maintain 
strict adherence to all policies, standards, and procedures. Policies / Standards, ADOA/ASET Policies / Procedures, and 
Arizona Revised Statues (ARS) 28-447, 28-449, 28-450, 38-421, 13-2408, 13-2316, 41-770). 
 
Failure of the Contractor, its agents or subcontractors to comply with policies, standards, and procedures including any 
person who commits an unlawful breach or harmful access (physical or virtual) will be subject to prosecution under all 
applicable state and / or federal laws. 
  
Any and all recovery or reconstruction costs or other liabilities associated with an unlawful breach or harmful access 
shall be paid by the Contractor. 
 

FF. Section 508 Compliance 

 
Unless specifically authorized in the Contract, any electronic or information technology offered to ADOA-ASET of Arizona 
under this Contract shall comply with A.R.S. § 41-2531 and § 41-2532 and Section 508 of the Rehabilitation Act of 1973, 
which requires that employees and members of the public shall have access to and use of information technology that is 
comparable to the access and use by employees and members of the public who are not individuals with disabilities. 
 

GG. Health Insurance Portability and Accountability Act of 1996 

 
 The Contractor warrants that it is familiar with the requirements of HIPAA, as amended by the Health Information 

Technology for Economic and Clinical Health Act (HITECH Act) of 2009, and accompanying regulations and will comply 
with all applicable HIPAA requirements in the course of this Contract.  Contractor warrants that it will cooperate with 
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ADOA-ASET in the course of performance of the Contract so that both ADOA-ASET and the Contractor will be in 
compliance with HIPAA, including cooperation and coordination with the Arizona Strategic Enterprise Technology (ASET) 
Group, the Chief Information Security Officer (CISO), Chief Privacy Officer and HIPAA Coordinator and other compliance 
officials required by HIPAA and its regulations.  Contractor will sign any documents that are reasonably necessary to keep 
ADOA-ASET and Contractor in compliance with HIPAA, including but not limited to, business associate agreements. 

 
 If requested, the Contractor agrees to sign a “Pledge to Protect Confidential Information” and to abide by the statements 

addressing the creation, use and disclosure of confidential information, including information designated as protected 
health information and all other confidential or sensitive information as defined in policy.  In addition, if requested, 
Contractor agrees to attend or participate in job related HIPAA training that is: (1) intended to make the Contractor 
proficient in HIPAA for purposes of performing the services required and (2) presented by a HIPAA Privacy Officer or 
other person or program knowledgeable and experienced in HIPAA and who has been approved by the ASET Chief 
Privacy Officer and HIPAA Coordinator. 

 
 
 
 

HH. Compliance Requirements for A.R.S. § 41-4401, Government Procurement:  E-Verify Requirement 

 
1. The Contractor warrants compliance with all Federal immigration laws and regulations relating to employees and 

warrants its compliance with Section A.R.S. § 23-214, Subsection A. (That subsection reads: “After December 31, 
2007, every employer, after hiring an employee, shall verify the employment eligibility of the employee through the E-
Verify program.) 

 
2. A breach of a warranty regarding compliance with immigration laws and regulations shall be deemed a material 

breach of the Contract and the Contractor may be subject to penalties up to and including termination of the 
Contract. 

  
3. Failure to comply with a State audit process to randomly verify the employment records of Contractors and 

subcontractors shall be deemed a material breach of the Contract and the Contractor may be subject to penalties up 
to and including termination of the Contract.  

 
4. The State Agency retains the legal right to inspect the papers of any employee who works on the Contract to ensure 

that the Contractor or subcontractor is complying with the warranty under paragraph One (1). 
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UNIFORM INSTRUCTIONS TO OFFERORS 

 

A. Definition of Terms. As used in these Instructions, the terms listed below are defined as follows: 
 

1. “Attachment” means any item the Solicitation requires an Offeror to submit as part of the Offer. 
 
2. “Contract” means the combination of the Solicitation, including the Uniform and Special Instructions to Offerors, the 

Uniform and Special Terms and Conditions, and the Specifications and Statement or Scope of Work; the Offer and 
any Best and Final Offers; and any Solicitation Amendments or Contract Amendments. 

 
3. "Contract Amendment" means a written document signed by the Procurement Officer that is issued for the purpose of 

making changes in the Contract. 
 
4. “Contractor” means any person who has a Contract with the State. 
 
5. “Days” means calendar days unless otherwise specified. 
 
6. “Exhibit” means any item labeled as an Exhibit in the Solicitation or placed in the Exhibits section of the Solicitation. 
 
7. “Offer” means bid, proposal or quotation. 
 
8. “Offeror” means a vendor who responds to a Solicitation. 
 
9. “Procurement Officer” means the person, or his or her designee, duly authorized by the State to enter into and 

administer Contracts and make written determinations with respect to the Contract. 
 
10. ”Solicitation” means an Invitation for Bids (“IFB”), a Request for Proposals (“RFP”), or a Request for Quotations 

(“RFQ”). 
 
11. "Solicitation Amendment" means a written document that is signed by the Procurement Officer and issued for the 

purpose of making changes to the Solicitation. 
 
12. “Subcontract” means any Contract, express or implied, between the Contractor and another party or between a 

subcontractor and another party delegating or assigning, in whole or in part, the making or furnishing of any material 
or any service required for the performance of the Contract. 

 
13. “State” means the State of Arizona and Department or Agency of the State that executes the Contract. 
 

B. Inquiries 

 
1. Duty to Examine. It is the responsibility of each Offeror to examine the entire Solicitation, seek clarification in writing 

(inquiries), and examine its’ Offer for accuracy before submitting the Offer. Lack of care in preparing an Offer shall 
not be grounds for modifying or withdrawing the Offer after the Offer due date and time, nor shall it give rise to any 
Contract claim. 

 
2. Solicitation Contact Person. Any inquiry related to a Solicitation, including any requests for or inquiries regarding 

standards referenced in the Solicitation shall be directed solely to the Solicitation contact person. The Offeror shall 
not contact or direct inquiries concerning this Solicitation to any other State employee unless the Solicitation 
specifically identifies a person other than the Solicitation contact person as a contact. 

 
3. Submission of Inquiries. The Procurement Officer or the person identified in the Solicitation as the contact for 

inquiries except at the Pre-Offer Conference, require that an inquiry be submitted in writing. Any inquiry related to a 
Solicitation shall refer to the appropriate Solicitation number, page and paragraph. Do not place the Solicitation 
number on the outside of the envelope containing that inquiry, since it may then be identified as an Offer and not be 
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opened until after the Offer due date and time. The State shall consider the relevancy of the inquiry but is not required 
to respond in writing. 

 
4. Timeliness. Any inquiry or exception to the solicitation shall be submitted as soon as possible and should be 

submitted at least seven days before the Offer due date and time for review and determination by the State. Failure to 
do so may result in the inquiry not being considered for a Solicitation Amendment. 

 
5. No Right to Rely on Verbal Responses. An offeror shall not rely on verbal responses to inquiries. A verbal reply to an 

inquiry does not constitute a modification of the solicitation. 
 
6. Solicitation Amendments. The Solicitation shall only be modified by a Solicitation Amendment. 
 
7. Pre-Offer Conference. If a pre-Offer conference has been scheduled under this Solicitation, the date, time and 

location shall appear on the Solicitation cover sheet or elsewhere in the Solicitation. Offerors should raise any 
questions about the Solicitation or the procurement at that time. An Offeror may not rely on any verbal responses to 
questions at the conference. Material issues raised at the conference that result in changes to the Solicitation shall be 
answered solely through a written Solicitation Amendment. 

 
8. Persons With Disabilities. Persons with a disability may request a reasonable accommodation, such as a sign 

language interpreter, by contacting the Solicitation contact person. Requests shall be made as early as possible to 
allow time to arrange the accommodation. 

 

C. Offer Preparation 

 
1. Forms: No Facsimile, Telegraphic or Electronic Mail Offers. An Offer shall be submitted either on the forms provided 

in this Solicitation or their substantial equivalent. Any substitute document for the forms provided in this Solicitation 
must be legible and contain the same information requested on the forms, unless the solicitation indicates otherwise. 
A facsimile, telegraphic, mailgram or electronic mail Offer shall be rejected if submitted in response to requests for 
proposals or invitations for bids. 

 
2. Typed or Ink; Corrections. The Offer shall be typed or in ink. Erasures, interlineations or other modifications in the 

Offer shall be initialed in ink by the person signing the Offer. Modifications shall not be permitted after Offers have 
been opened except as otherwise provided under applicable law. 

 
3. Evidence of Intent to be Bound. The Offer and Acceptance form within the Solicitation shall be submitted with the 

Offer and shall include a signature (or acknowledgement for electronic submissions, when authorized) by a person 
authorized to sign the Offer. The signature shall signify the Offeror’s intent to be bound by the Offer and the terms of 
the Solicitation and that the information provided is true, accurate and complete. Failure to submit verifiable evidence 
of an intent to be bound, such as an original signature, shall result in rejection of the Offer. 

 
4. Exceptions to Terms and Conditions. All exceptions included with the Offer shall be submitted in a clearly identified 

separate section of the Offer in which the Offeror clearly identifies the specific paragraphs of the Solicitation where 
the exceptions occur. Any exceptions not included in such a section shall be without force and effect in any resulting 
Contract unless such exception is specifically accepted by the Procurement Officer in a written statement. The 
Offeror’s preprinted or standard terms will not be considered by the State as a part of any resulting Contract. 

 
i. Invitation for Bids. An Offer that takes exception to a material requirement of any part of the Solicitation, including 

terms and conditions, shall be rejected. 
 
ii. Request for Proposals. All exceptions that are contained in the Offer may negatively affect the State’s proposal 

evaluation based on the evaluation criteria stated in the Solicitation or result in rejection of the Offer. An offer that 
takes exception to any material requirement of the solicitation may be rejected. 

 
5. Subcontracts. Offeror shall clearly list any proposed subcontractors and the subcontractor’s proposed responsibilities 

in the Offer. 
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6. Cost of Offer Preparation. The State will not reimburse any Offeror the cost of responding to a Solicitation. 
 
7. Solicitation Amendments. Each Solicitation Amendment shall be signed with an original signature by the person 

signing the Offer, and shall be submitted no later than the Offer due date and time. Failure to return a signed copy of 
a Solicitation Amendment may result in rejection of the Offer. 

 
8. Federal Excise Tax. The State of Arizona is exempt from certain Federal Excise Tax on manufactured goods. 

Exemption Certificates will be provided by the State. 
 
9. Provision of Tax Identification Numbers. Offerors are required to provide their Arizona Transaction Privilege Tax 

Number and/or Federal Tax Identification number in the space provided on the Offer and Acceptance Form. 
 

9.1 Employee Identification. Offeror agrees to provide an employee identification number or social security number to the 
Department for the purposes of reporting to appropriate taxing authorities, monies paid by the Department under this 
contract. If the federal identifier of the offeror is a social security number, this number is being requested solely for tax 
reporting purposes and will be shared only with appropriate state and federal officials. This submission is mandatory 
under 26 U.S.C. § 6041A. 

 
10. Identification of Taxes in Offer. The State of Arizona is subject to all applicable state and local transaction privilege 

taxes. All applicable taxes shall be included in the pricing offered in the solicitation. At all times, payment of taxes and 
the determination of applicable taxes are the sole responsibility of the contractor. 

 
11. Disclosure. If the firm, business or person submitting this Offer has been debarred, suspended or otherwise lawfully 

precluded from participating in any public procurement activity, including being disapproved as a subcontractor with 
any Federal, state or local government, or if any such preclusion from participation from any public procurement 
activity is currently pending, the Offeror shall fully explain the circumstances relating to the preclusion or proposed 
preclusion in the Offer. The Offeror shall include a letter with its Offer setting forth the name and address of the 
governmental unit, the effective date of this suspension or debarment, the duration of the suspension or debarment, 
and the relevant circumstances relating to the suspension or debarment. If suspension or debarment is currently 
pending, a detailed description of all relevant circumstances including the details enumerated above shall be 
provided. 

 
12. Solicitation Order of Precedence. In the event of a conflict in the provisions of this Solicitation, the following shall 

prevail in the order set forth below: 
 

12.1 Special Terms and Conditions; 
12.2 Uniform Terms and Conditions; 
12.3  Scope of Work; 
12.4 Exhibits ; 
12.5 Attachments; 
 
12.6 Special Instructions to Offerors; 
12.7 Uniform Instructions to Offerors. 
12.8 Other documents referenced or included in the Solicitation. 

 
13. Delivery. Unless stated otherwise in the Solicitation, all prices shall be F.O.B. Destination and shall include all freight, 

delivery and unloading at the destination(s). 
 
14. Federal Immigration and Nationality Act  The Contractor shall comply with all federal, state, and local immigration 

laws and regulations relating to the immigration status of their employees during the term of the Contract.  
Further the contractor shall flow down this requirement to all subcontractors utilized during the term of the 
contract.  The State shall retain the right to perform random audits of contractor  and subcontractor records 
or to inspect papers or any employee thereof to ensure compliance.   Should the State determine that the 
contractor and or any subcontractors be found noncompliant, the  State may pursue all remedies allowed by 
law, including but not limited to; suspension of work,  termination of the contract for default and 
suspension and or debarment of the contractor. 
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15. Offshore Performance of Work Prohibited.  Due to security and identity protection concerns, direct services under 
this contract shall be performed within the borders of the United States.  Any services that are described in the 
specifications or scope of work that directly serve the State of Arizona or its clients and may involve access to 
secure or sensitive data or personal client data or development or modification of software for the State shall be 
performed within the borders of the United States. Unless specifically stated otherwise in the specifications, this 
definition does not apply to indirect or “overhead” services, redundant back-up services or services that are 
incidental to the performance of the Contract. This provision applies to work performed by subcontractors at all tiers. 

 

D.  Submission of Offer 
 

1.  Sealed Envelope or Package. Each Offer shall be submitted to the submittal location identified in this Solicitation. 
Offers should be submitted in a sealed envelope or container. The envelope or container should be clearly identified 
with name of the Offeror and Solicitation number. The State may open envelopes or containers to identify contents if 
the envelope or container is not clearly identified. 

 
2.  Offer Amendment or Withdrawal. An Offer may not be amended or withdrawn after the Offer due date and time 

except as otherwise provided under applicable law. 
 
3.  Public Record. All Offers submitted and opened are public records and must be retained by the State. Offers shall 

be open to public inspection after Contract award, except for such Offers deemed to be confidential by the State. If 
an Offeror believes that information in its Offer should remain confidential, it shall indicate as confidential the specific 
information and submit a statement with its Offer detailing the reasons that the information should not be disclosed. 
Such reasons shall include the specific harm or prejudice which may arise. The State shall determine whether the 
identified information is confidential pursuant to the Arizona Procurement Code. 

 
4.  Non-collusion, Employment, and Services. By signing the Offer and Acceptance Form or other official contract form, 

the Offeror certifies that: 
 

4.1 The Offeror did not engage in collusion or other anti-competitive practices in connection with the preparation 
or submission of its Offer; and 

 
4.2 The Offeror does not discriminate against any employee or applicant for employment or person to whom it 

provides services because of race, color, religion, sex, national origin, or disability, and that it complies with all 
applicable Federal, state and local laws and executive orders regarding employment. 

 

E. Evaluation 

 
1. Unit Price Prevails. In the case of discrepancy between the unit price or rate and the extension of that unit price or 

rate, the unit price or rate shall govern. 
 
2. Prompt Payment Discount. Prompt payment discounts of thirty (30) days or more set forth in an Offer shall be 

deducted from the offer for the purposes of evaluating that price. 
 

3.  Late Offers. An Offer submitted after the exact Offer due date and time shall be rejected. 
 
4.  Disqualification. A Offeror (including each of its’ principals) who is currently debarred, suspended or otherwise 

lawfully prohibited from any public procurement activity shall have its offer rejected. 
 
5.  Offer Acceptance Period. An Offeror submitting an Offer under this Solicitation shall hold its Offer open for the 

number of days from the Offer due dates that is stated in the Solicitation. If the Solicitation does not specifically state 
a number of days for Offer acceptance, the number of days shall be one hundred-twenty (120). If a Best and Final 
Offer is requested pursuant to a Request for Proposals, an Offeror shall hold its Offer open for one hundred-twenty 
(120) days from the Best and Final Offer due date. 



 

Uniform Instructions to Offerors 
State of Arizona 

State Procurement Office 
100 N 15th Ave., Suite 201 

Phoenix, AZ 85007 

SOLICITATION NO.:  
PAGE 

45 

TITLE:  
OF 
98 

 

 

 

 

 
6.  Waiver and Rejection Rights. Notwithstanding any other provision of the Solicitation, the State reserves the right to: 
 

6.1 Waive any minor informality; 
6.2 Reject any and all Offers or portions thereof; or 
6.3 Cancel the Solicitation. 

 

F. Award 

 
1.  Number or Types of Awards. The State reserves the right to make multiple awards or to award a Contract by 

individual line items or alternatives, by group of line items or alternatives, or to make an aggregate award, or regional 
awards, whichever is most advantageous to the State. If the Procurement Officer determines that an aggregate 
award to one Offeror is not in the State’s best interest, “all or none” Offers shall be rejected. 

 
2.  Contract Inception. An Offer does not constitute a Contract nor does it confer any rights on the Offeror to the award 

of a Contract. A Contract is not created until the Offer is accepted in writing by the Procurement Officer’s signature 
on the Offer and Acceptance Form. A notice of award or of the intent to award shall not constitute acceptance of the 
Offer. 

 
3.  Effective Date. The effective date of this Contract shall be the date that the Procurement Officer signs the Offer and 

Acceptance form or other official contract form, unless another date is specifically stated in the Contract. 

 

G.  Protests 
 

A protest shall comply with and be resolved according to Arizona Revised Statutes Title 41, Chapter 23, Article 9 and 
rules adopted thereunder. Protests shall be in writing and be filed with both the Procurement Officer of the 
purchasing agency and with the State Procurement Administrator. A protest of a Solicitation shall be received by the 
Procurement Officer before the Offer due date. A protest of a proposed award or of an award shall be filed within ten 
(10) days after the protester knows or should have known the basis of the protest. A protest shall include: 

 
1.1 The name, address and telephone number of the protester; 
1.2 The signature of the protester or its representative; 
1.3 Identification of the purchasing agency and the Solicitation or Contract number; 
1.4  A detailed statement of the legal and factual grounds of the protest including copies of relevant 

documents; and 
1.5 The form of relief requested. 

 

H.  Comments Welcome 

 
 The State Procurement Office periodically reviews the Uniform Instructions to Offerors and welcomes any 

comments you may have. Please submit your comments to: State Procurement Administrator, State Procurement 
Office, 100 North 15th Avenue, Suite 201, Phoenix, Arizona, 85007. 
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1. Pre-Offer Conference 

 
A Pre-Offer Conference will be held at the time and place indicated in the solicitation’s ‘Pre-Bid Conference’ field as 
found within the State's e-Procurement system, ProcureAZ (https://procure.az.gov); attendance is not required. The 
purpose of the conference will be to clarify the contents of the solicitation in order to prevent any misunderstanding of the 
State of Arizona's position. Any doubt as to the requirements of the solicitation or any apparent omission or discrepancy 
should be presented to the State at the conference. The State of Arizona will then determine the appropriate action 
necessary, if any, and issue a written amendment to the solicitation if required. Oral statements or instructions will not 
constitute an amendment to the solicitation. 
 
Persons with a disability may request a reasonable accommodation, such as a sign language interpreter, or this 
document in an alternative format, by contacting the State Procurement Office. Requests should be made as early as 
possible to allow sufficient time to arrange for accommodation. 
 

2. Inquiries 
 

Any and all questions related to this Request For Proposal shall be in writing and shall be directed through the State’s E-
Procurement System, ProcureAZ.  All interested Proposers shall utilize the Q&A functionality provided through 
ProcureAZ.  The Offeror shall not contact or ask questions of the Department for which the requirement is being 
procured.   

 

3. Preparation of Proposals 

 
3.1 Electronic Documents: This solicitation document is provided in an electronic format. Any unidentified  alteration or 

modification to any solicitation documents, to any attachments, exhibits, forms, charts or illustrations contained 
herein shall be null and void. In those instances where modifications are identified, the original document published 
by the State shall take precedence. As provided in the Uniform Instructions to Offerors, Offerors are responsible for 
clearly identifying any and all changes or modifications to any solicitations document upon submission to the State. 

 
3.2 Attachment Formats: All attachments shall be submitted in a format acceptable to the State. Acceptable formats 

include .doc (Microsoft Word document), .xls (Microsoft Excel spreadsheet), and .pdf (Adobe Acrobat portable 
document format). Prospective offerors that wish to submit attachments in other formats shall submit an inquiry to 
the Procurement Officer. 

 
3.3 Confidential Information: If a person believes that any portion of a proposal, bid, offer, specification, protest or 

correspondence contains information that should be withheld, then the Procurement Officer shall be so advised in 
writing (Price is not confidential and will not be withheld). Such material shall be identified as confidential wherever it 
appears. The State, pursuant to A.C.R.R. R2-7-104, shall review all requests for confidentiality and provide a written 
determination. If the confidential request is denied, such information shall be disclosed as public information, unless 
the person utilizes the 'Protest' provision as noted in §41-2611 through §41-2616. 

 
3.4 Contract Payment Terms: Offerors must indicate the prompt payment terms that they will offer to the State (for 

example: 2/10 Net 30; 2/15 Net 30, etc.) At a minimum, offeror's payment terms shall comply with the requirements 
of A.R.S. Titles 35 and 41, Net 30 days. 

 
3.5 Subcontractors: Supplemental to the Subcontractor provision in the Uniform Instructions, Offerors shall include with 

their list of proposed subcontractors, their contact information, certifications required for the performance of the 
Contract, as well as, the Subcontractor's proposed responsibilities under the Offeror's proposal. 

https://procure.az.gov/
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4. Submission of Proposal 

 
4.1 Offer Submission, Due Date, and Time 

 

With regards to Uniform Instructions, Section D.1 “Sealed Envelope or Package”; offers in response to this 

solicitation shall be submitted within the State's e-Procurement system, ProcureAZ (https://procure.az.gov). 
Offers shall be received before the date/time listed in the solicitation's ‘Bid Opening Date' field. Offers submitted 
outside of ProcureAZ, or those that are received on or after the date/time stated in the ‘Bid Opening Date’ field, 
shall be rejected. Questions about the submission date and/or time shall be directed to the Procurement Officer or 
to the ProcureAZ Help Desk (procure@azdoa.gov or 602-542-7600). 

 
4.2 Acknowledgement of Solicitation Amendments - Offerors shall acknowledge Solicitation  Amendments 

electronically in ProcureAZ (https://procure.az.gov) no later than the Offer due  date and time. Failure to 
acknowledge all/any Solicitation Amendment may result in rejection of the Offer. 

 

5. References and Experience Verification 

 
The Offeror agrees that by submitting an Offer, the State or its designated agent may contact any entities listed in the Offer 
or any entities known to have a previous business relationship with the Offeror for the purpose of obtaining references 
relative to past performance and verifying experience or other information submitted with the Offer.  In addition, by 
submitting an Offer, the Offeror is agreeing to give permission to the entity to provide information and the Offeror will take 
whatever action is necessary to facilitate, encourage or authorize the release of information. If necessary, the Offeror shall 
sign a release to obtain information. 

 

6. Responsibility  

 
In accordance with A.R.S. 41-2534(G), A.A.C. R27-C312 and R2-7-C316, the State shall consider the following in 
determining Offeror’s responsibility, as well, as the responsiveness and acceptability of their proposals. The State will 
consider, but is not limited to, the following in determining an Offeror’s responsibility as well as susceptibility to Contract 
Award:  

 
6.1 Whether the Offeror has had a contract within the last five (5) years that was terminated for cause due to breach 

or similar failure to comply with the terms of the contract;   
 

6.2 Whether the Offeror’s record of performance includes factual evidence of failure to satisfy the terms of the 
Offeror’s agreements with any party to a contract.  Factual evidence may consist of documented vendor 
performance reports, customer complaints and/or negative references; 

 
6.3 Whether the Offeror is legally qualified to contract with the State and the Offeror’s financial, business, personnel, 

or other resources, including subcontractors;  
 

6.3.1 Legally qualified includes if the vendor or if key personnel have been debarred, suspended or otherwise 
lawfully prohibited from participating in any public procurement activity, including but not limited to, being 
disapproved as a subcontractor of any public procurement unit or other governmental body.   

 
6.4 Whether the Offeror promptly supplied all requested information concerning its responsibility;  

 
6.5 Whether the Offer was sufficient to permit evaluation by the State, in accordance with the evaluation criteria 

identified in this Solicitation or other necessary offer components.  Necessary offer components include:  
attachments, documents or forms to be submitted with the offer, an indication of the intent to be bound, 
reasonable or acceptable approach to perform the Scope of Work, signed Solicitation Amendments, references 
to include experience verification, adequacy of financial/business/personal or other resources to include a 
performance bond and stability including subcontractors and any other data specifically requested in the 
Solicitation;  

https://procure.az.gov/
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6.6 Whether the Offer was in conformance with the requirements contained in the Scope of Work, Terms and 

Conditions, and Instructions for the Solicitation and its Amendments, including the documents incorporated by 
reference; 

 
6.7 Whether the Offer limits the rights of the State; 
 
6.8 Whether the Offer includes or is subject to unreasonable conditions, to include conditions upon the State or 

necessary for successful Contract performance. The State shall be the sole determiner as to the 
reasonableness of a condition; 

 
6.9 Whether the Offer materially changes the contents set forth in the Solicitation, which includes the Scope of 

Work, Terms and Conditions, or Instructions; and, 
 
6.10 Whether the Offeror provides misleading or inaccurate information. 
 

 7. Responsiveness and Acceptability 

 
Proposals may not be considered responsive and/or acceptable if they do not contain information sufficient to evaluate the 
proposal in accordance with the factors identified in the solicitation or other necessary proposal components. Necessary 
components include an indication of the Offeror's intent to be bound, price proposal, solicitation amendments, bond and 
reference data as required. 

 

8. Opening 

 
Proposals received by the correct time and date will be opened and the name of each Offeror will be publically available.  
Proposals will not be subject to public inspection until after contract award. 

 

9. Clarifications  

 
Upon receipt and opening of proposals submitted in response to this solicitation, the State may request oral or written 
clarifications, including demonstrations or questions and answers, for the sole purpose of information gathering or for 
eliminating minor informalities or correcting nonjudgmental mistakes in proposals. Clarifications shall not otherwise afford 
Offerors the opportunity to alter or change their proposal. 

 

10. Oral Presentations 
 
The State may request oral presentations.  If requested, the Offeror shall be available for oral presentations with no more 
than ten (10) business days advance notice.  Participants in the oral presentations should include the Offeror's key persons.  
Such oral presentations shall not otherwise afford an Offeror the opportunity to alter or change its Offer. 

 
 
 
 

11. Evaluation Criteria 

 
In accordance with the Arizona Procurement code A.R.S. § 41-2534, awards shall be made to the responsible Offeror(s) 
whose proposal is determined in writing to be the most advantageous to the State based upon the evaluation criteria listed 
below. The evaluation factors are listed in their relative order of importance.   
 

 11.1 Solution Functionalities and Capabilities; 
 
     11.2 Cost;  
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   11.3 Method of Approach and Management, 
 

11.4.1 Approach to Project Initiation and Management, Requirements Definition, Design, Development and 
 Configuration, 
  
11.4.2 Approach to Testing, Conversion, Training, and Implementation, 
 
11.4.3 Approach to Maintenance and Operations, and 
 
11.4.4 Work Plan and Schedule 
 

11.4 Offeror Qualifications and Experience. 
 

Exceptions to the Terms and Conditions, as stated in the Uniform Instructions Section C.4, will impact an Offeror’s 
susceptibility for award. 
 

12.  Required Proposal Format 

 
 Offerors shall provide the following information as stated.  Information provided shall be used to evaluate the 
 submitted proposal.  Offerors must submit proposals in the following order separated by tabs: 
 

 Tab 1: Offer and Acceptance Form  
 Tab 2: Transmittal Letter 
 Tab 3: Executive Summary 
 Tab 4:  Offeror Identification Information 
 Tab 5: Offeror Qualifications and Experience 
 Tab 6: Solution Capabilities and Approach to Meeting Requirements 
 Tab 7: Scope of Work 
 Tab 8: Key Personnel and Staffing 
 Tab 9: Work Plan and Schedule 
 Tab 10: Cost Schedules 
  

 

 Tab 1:  Offer and Acceptance Form  
 
 The Offeror shall include the completed Offer and Acceptance Form found at page 3 which is signed by an individual 
 authorized to  legally bind the Offeror. 
 
 
 

 Tab 2:  Transmittal Letter 

 
 The Transmittal Letter must be on official letterhead and be signed by an individual authorized to legally bind the 
 Offeror.  It shall include: 
 

 2.1 A statement indicating that the Offeror is a corporation or other legal entity.  All subcontractors shall be identified  
  along  with a statement indicating the percentage of work to be performed by the prime Offeror and each  
  subcontractor,  measured as a percentage of the total contract price. 
 
 2.2 The Offeror should cross-reference the experience set forth in Tab 5 and incorporate references that support the  
  statement that Offeror meets the qualification criteria. 
 



 

Special Instructions to Offerors 
State of Arizona 

State Procurement Office 
100 N 15th Ave., Suite 201 

Phoenix, AZ 85007 

SOLICITATION NO.:  
PAGE 

50 

TITLE:  
OF 
98 

 

  

 

 

 2.3 A statement that the Offeror is/will be registered to do business in Arizona. 
 
 2.4 A statement identifying all amendments and addenda to this RFP issued and received by the Offeror, or a   
 statement that none were issued and received.  Offerors should note that Offerors must acknowledge RFP   
 amendments electronically in ProcureAZ (https://procure.az.gov) no later than the due date and time for    
 response to this RFP. Failure to acknowledge all/any amendments may result in rejection of the proposal. 
 
 2.5 If the use of subcontractor(s) is proposed, a statement from each subcontractor must be appended to the   
 transmittal letter.  The statement must be signed by an individual authorized to legally bind the subcontractor and  
 state the general scope of the work to be performed by the subcontractor(s) including: 
 

  2.5.1 The scope and percentage of work to be performed by the subcontractor (measured as a percentage 
   of the total agreement price paid directly to the subcontractor); 
 
  2.5.2 The subcontractor’s willingness to perform the work indicated; 
 
  2.5.3 The subcontractor’s intent to sign a formal agreement with the Offeror if the Offeror is   
   awarded the contract. 
 

 2.6 A statement that no attempt has been made or will be made by the Offeror to induce any other party to submit or  
  refrain from submitting a proposal. 
  
 2.7 A statement that the offer was arrived at independently without collusion, consultation, communication, or   
 agreement as to any matter relating to such prices with any other Offeror or with any competitor. 
  
 2.8 The Offeror’s assurance that the proposal will remain in full force and effect for at least 120 days from the   
 proposal date, which will be specified in the Transmittal Letter. 
 
 2.9 A statement that the Offeror does not and will not have any interest that will conflict, in any manner or degree  
  with the performance of services required under this RFP. 
 
 2.10 A statement certifying that all individuals who will be involved in this contract and the software development  
  process will be able to pass the appropriate background investigation, including any subcontractors. 
 
 2.11 A list identifying any assumptions made by the Offeror in submitting the proposal.  If no assumptions are   
  included, the Offeror shall include a statement to that effect. 
 
 2.12 An affirmative statement agreeing to the payment and retaining terms as stated in the Special Terms and   
 Conditions. 
 
 
 2.13 If the Offeror intends to subcontract any part of the scope of work, the Offeror must indicate the following for each  
 subcontractor: 
 
  2.13.1 The subcontractor’s name, address and telephone number 

 
  
 
 

 Tab 3:  Executive Summary 
 

The Executive Summary shall summarize and highlight relevant contents of the proposal to provide the Evaluation 
Committee with a broad understanding of the Offeror’s proposal.  Offerors should concisely summarize how their 
proposal meets the requirements of this RFP and why the Offeror is best qualified to perform the work required. 

 
 The Executive Summary shall highlight the Offeror’s: 

https://procure.az.gov/
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 3.1 Understanding of the project, project management approach, and commitment to successfully perform all project  
  activities; 

 
 3.2 Qualifications to serve as the Contractor for the project; 

 
 3.3 Overall approach to the project, including highlights of the proposed Solution, Work Plan and Schedule, staffing,  
  approach to development and configuration, maintenance and operations and other activities included in the  
  scope of services; 

 
 3.4 Project challenges, risks and suggested mitigation strategies based on previous implementations of similar size  
  and scope;  

 
 3.5 Significant lessons learned from experience on previous public sector projects of similar size and scope, and how  
  the Offeror plans to apply those lessons to this project; and 

 
 3.6 A summary of the contents of the proposal. 

 

 Tab 4:  Offeror Identification Information 
 
 Offerors shall present the following identification information in this section: 
 

 4.1 The organization’s full company or corporate name; 
 

 4.2 How the entity is organized (e.g. proprietorship, partnership, corporation, LLC); 
 

 4.3 An organization chart of the entity clearly depicting the Offeror’s reporting relationships; 
 

 4.4 The address of the organization’s headquarters office; 
 

 4.5 The names and addresses of any parent organization, any partially or wholly owned subsidiaries, and any other  
  related organizations; 

 
 4.6 The state in which the Offeror is incorporated or organized; 

 
 4.7 The address of the Offeror’s office location responsible for performance under the resulting contract if awarded  
  the contract; 

 
 4.8 A brief history and current company ownership, including the ultimate parent organization and major   
  shareholders and principals.  If the Offeror is an out-of-state Offeror, it must indicate that it will become duly  
  qualified to do business in Arizona before a contract is executed; 

 
 4.9 A general description of the primary business of the organization and its client base, and the organization’s areas  
  of specialization; 

 
 4.10 The number of employees both locally and nationally; 

 
 4.11 The size of organization in assets, revenue and people; 

 
 4.12 Full disclosure of any potential conflict of interest (e.g. serving as a reseller of computer hardware, business  
  relationships between the Offeror and any State of Arizona employee who functions or has responsibilities in the  
  review or approval of the undertaking or carrying out of the project); 

 
 4.13 A statement documenting all open or pending litigation initiated by Offeror or where Offeror is a defendant or  
  party in any litigation that may have a material impact on the Offeror’s ability to deliver the contracted services  
  and Solution; 
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 4.14 A statement documenting all open or pending litigation initiated by the Offeror or where the Offeror is a   
  defendant or party in any litigation with a public sector client; 

 
 4.15 Full disclosure of any public sector contracts terminated for cause or convenience in the past five (5) years; 

 
 4.16 Full disclosure of any criminal or civil offense; and 

 
 4.17 Full disclosure of any suspension or debarment status. 

 

 Tab 5:  Offeror Qualifications and Experience  
 
 Offerors must provide a detailed summary of Offeror and subcontractor experience for the proposed project.   
 

 5.1 A statement that neither the Offeror nor the subcontractor has been found in default of previous contracts in the  
  State of Arizona; 

 
 5.2 Offeror Experience - Offerors must describe the number of years and months of experience and type of  
  experience in each of the following categories; 
 

  5.2.1 Experience with the proposed Solution, including the proposed application, software and architecture, 
 

  5.2.2 Design, development, and configuration of state’s case and matter management system conversion of  
   data from a legacy system to a new system, 

 
  5.2.3 Testing of functionality for a case and matter management system, 

 
  5.2.4 Training state or other client staff on similar case and matter management system, and 

 
  5.2.5 Implementing, maintaining, and operating a case and matter management system similar in size and  
   scope to the proposed Solution; 

 

Offerors must provide responses for each category as stated above.  If the Offeror has no experience in an 

area, it should clearly indicate or identify it as “No Experience.” Offeror and each proposed subcontractor 

experience must be identified separately. 
 
 5.3 Offerors should provide details on clients and projects in each category as follows:  
 

  5.3.1 Client name; 
 

  5.3.2 Role of Offeror; 
 

  5.3.3 Scheduled and actual start and end dates of the project; 
  

  5.3.4 Description of system software, programming language, databases, age, and size; and 
 

  5.3.5 Description of system architecture and related hardware. 
 

  5.3.6  Description of contract scope and Offeror activities, noting similarities and differences with the   
  RFP’s scope of work in terms of size and complexity, including annual and total contract amounts. 

 
 5.4  Offeror References  - The Offeror’s proposal must include a minimum of three (3) corporate references  
  from three (3) separate projects during the last five (5) years that detail its experience in completing  
  the activities similar to those described in this RFP.  The Offeror must ensure that references include those that 
  will support evidence that the Offeror meets the requirements of this RFP.  
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The State reserves the right to conduct checks of Offeror references, by telephone or other means, and evaluate 

the Offeror based on these references.  It is the Offeror’s responsibility to ensure that the reference contacts (or a 

designated backup contact) are available during the evaluation period.  The State intends to conduct reference 

checks for client references provided by Offerors.  It may, at its sole discretion, contact additional clients not 

presented as references.  
 
 5.5 Offerors should indicate their personnel commitment for all current (ongoing) contracts, including new awards, 
  not started.   
 
 5.6 Offerors should describe how the Offeror and its partnering companies will address any potential conflicts  
  between workload underway on those contracts with the project related to this RFP if awarded the contract. 
 
 5.7 Additional Information - Offerors must provide the following information in this section: 
 

  5.7.1 A list of prior and existing contracts or agreements that the Offeror has entered into with the State of  
   Arizona; and 

 
  5.7.2 If, at any time during the past five (5) years, the Offeror or any proposed subcontractor has had a   
  contract terminated for convenience, nonperformance, non-allocation of funds, or any other reason.  If   
  so, the  Offeror  must fully describe each termination and include the name, address, and telephone   
  number of the contracting party and describe the circumstances surrounding the termination.  If no such   
  early terminations have occurred in the past five (5) years, the Offeror should include a statement to that   
  effect. 

 
 5.8 Offeror Financial Condition - The Offeror must demonstrate that its organization is in sound financial condition 
  or that appropriate corrective measures are being taken to address and resolve any identified financial  
  problems.  The Offeror shall provide financial information in such a manner that the State can reasonably  
  formulate a determination about the stability and financial strength of the organization.  This must include  
  company size, organization, date incorporation/organization, ownership, number of employees, and revenues 
  for the previous three (3) fiscal years. 
 
 5.9 The Offeror must disclose any and all judgments, pending or expected litigation, or other real potential financial 
  reversals that might materially affect the viability or stability of the Offeror’s organization; or certify that no such 
  condition is known to exist.  This section shall include: 
 

  5.9.1 A statement of whether, in the last ten (10) years, the Offeror has filed (or had filed against it) any   
  bankruptcy or insolvency proceeding, whether voluntary or involuntary, or undergone the appointment of   
  a receiver, trustee, or assignee for the benefit of creditors, and if so, an explanation providing relevant   
  details; 

 
  5.9.2 A statement of whether there are any pending Securities & Exchange Commission or ACC investigations  
  involving the Offeror, and if such are pending or in progress, an explanation providing relevant details   
  and an attached opinion of counsel as to whether the pending investigation(s) may impair the Offeror’s   
  performance in a contract under this RFP; and 

 
  5.9.3 Copies of the most recent independently audited financial statements, as well as those for the preceding  
   year.  The submission shall include the audit opinion, the balance sheet, and statements of income,  
   retained earnings, cash flows, and the notes to the financial statements. 

 
 5.10 A current Dun and Bradstreet Report that includes a financial analysis of the organization would fulfill this  
  requirement.  An Offeror can use an Annual Report as verification of financial status, provided it contains at a 
  minimum a Compiled Income Statement and Balance Sheet verified by a Certified Public Accounting firm.  The 
  State reserves the right to contact the accounting firm if questions arise.  As an alternative, for those Offerors 
  unable to provide audited financial statements or a Dun and Bradstreet Report, the Offeror shall provide tax 
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  returns and financial statements including income statements and balance sheets for the most recent three (3) 
  years, and any available credit reports. 
 
 5.11 In the event an Offeror is either substantially or wholly owned by another corporate entity, the  Offeror must 
  also include the same information for the parent organization and a statement that the parent will   
  unconditionally guarantee performance by the Offeror in each and every term, covenant, and condition of such 
  contract as may be executed by the parties. 
 

 Any proposed subcontractor whose percentage of work to be performed (measured as percentage of the total 

 contract price) equals or exceeds twenty (20) percent must submit the required financial information, as stated 

 above. 
 

 Tab 6:  Solution Capabilities and Approach to Meeting Requirements  
 

Software and Hardware Solution 
 
In this section the Offeror is to give a description of the functionality in their existing off-the-shelf or proposed solution 
specifically showing how it meets the requirements in in the Scope of Work and Exhibit A.  This description shall include: 

 
6.1 Graphical representation of the overall proposed solution; 
 
6.2 Major functionality and modules/components and the relationship between modules/components; 
 
6.3 Depiction of other required interfaces or third-party solutions that are part of or will be added to the solution; 
 
6.4 The software and hardware architecture supporting the solution; 
 
6.5 Screen shots showing the functionality and how work process described in the RFP are to be met within the 
 solution; 
 
 
6.6 The extent to which the solution can be configured rather than new development being done; 
 
6.7 Any tools or scripts that shall be used to handle the required data migration; and 
 
6.8 Scalability of the product to handle increasing amounts of data. 
 
Contractor Services and Deliverables 
 
In this section the Offeror is to describe the project management and software development methodology that they will 
use to meet the detailed project schedule they must provide in Tab 9, and how their methodology and approach meet 
the requirements in Exhibit C.  This description shall  include the Offeror’s methodology for: 
 
6.9  Project initiation and management, including a project management plan; 
 
6.10 Software development (including requirements gathering, design, development, testing); 
 
6.11 Data migration of existing data; 
 
6.12 Implementation of the solution; 
 
6.13 Training, both initial and after implementation; 
 
6.14 Maintaining and Operating the solution, including how the application will be accessed and planned down time 

 strategy; 
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6.15 Patches and releases, including frequency thereof, customer expectations, and steps involved to release to 
 customers; 

 
6.16 Reporting and resolving security breaches; and 
 
6.17 Turnover in the event of insolvency or end of contract. 

 
 

 Tab 7  Scope of Work 

 
 Exhibit A sets forth detailed functional, technical, and interface requirements. Exhibit C sets forth product life cycle 
 requirements.  In this tab the Offeror must complete both exhibits following the instructions below: 
 

a. Requirement number 
 
Each of the functional requirements in the tables set forth in Exhibit A has been assigned a requirement number 
(abbreviated “Req. #”).  An alpha designator also appears in the charts that list functional requirements for easy 
identification 
 
b. Category 
 
Each of the functional requirements in the table has been assigned a category of either “Mandatory” or “Desirable” 
(abbreviated “M/D”).  The mandatory requirements must be provided by the Offeror’s proposed Solution.  Offerors 
should indicate whether desirable requirements are also met. 
 
c. Description 
 
The description column in Exhibits A and C provides the features, capabilities, and other characteristics that the State 
seeks in the proposed Solution and its successful implementation.  Some requirements include constraints and 
limitations to which the proposed Solution must conform.  Offerors must not modify these requirements in any way.  An 
alternate method of meeting the requirement may be proposed and noted in the Reference column, however, doing so 
may result in the Offeror’s proposal being found non-responsive in that instance.  Offeror’s responses to requirements 
will be assumed to apply to the requirements as originally written or subsequently modified by the Division, regardless of 
any changes in the wording (either intentional or inadvertent) that may be included in the Offeror’s proposal. 

 
d. Offeror Response Code 
 
Offeror responses to the functional requirements in Exhibit A will require completing the Offeror Response Code column 
by entering the abbreviation (shown in parentheses) corresponding to one of the six responses defined in the table 
below. Offerors must not enter other responses or modify the permitted responses, or their definitions, in any way.  
Offerors are encouraged to realistically evaluate the way in which they propose to satisfy each requirement, and to 
provide the correct response. 
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Table - Offeror Response Code Definitions 
 

Permitted 
Responses                                                                         Response Definition 

 Existing (E) The proposed Solution fully satisfies the requirement as-written, without modification.  This only 
applies if the proposed software currently exists, is installed and functioning in a production 
environment, and will provide the functionality(ies), capability(ies), and comply with any 
constraints specified in the requirement.  

Existing with 
Configuration 
(EC) 

The proposed Solution fully satisfies the requirement as-written, without modification, except for 
minor configuration changes.  This only applies if the proposed Solution currently exists, is 
installed and functioning in a production environment, and will provide the functionality(ies), 
capability(ies), and comply with any constraints specified in the requirement. The only 
customization required must be through the use of the proposed Solution’s standard 
configuration utilities (e.g. entering customer-specific information and user-defined parameters).  
Programming changes to the application must not be required. 
 

Minor  
Modification 
(MM) 

The proposed Solution will be modified by the offeror so that it will fully satisfy the requirement 
as-written.  This only applies if the proposed Solution currently exists, and is installed and 
functioning in a production environment.  The custom programming and modifications 
requirement to fully satisfy the requirement must not exceed 80 hours. 
 
The offeror should be prepared to discuss the effect of the minor modification on the upgrade 
path of the software.  

Third Party 
Tool 
(TP) 

The proposed Solution will fully satisfy the requirement, as written, through the inclusion and 
integration of a third party software/hardware tool (e.g. a report writer, statistical analysis tool, 
etc.).  In such cases, the total cost of this third party tool, including licensing, installation, ongoing 
support, and future upgrades, will be the responsibility of the offeror for as long as the offeror 
remains responsible for providing such support for the core application.  These costs must be 
included in the Cost Schedules.  The offeror must explain how the third party tool will be 
integrated into the overall proposed Solution in the appropriate sections of the proposal.   

Custom 
Development 
(CD) 

Custom development will be used to satisfy this requirement, either by making major 
modifications to existing software, or by developing new custom software or modules.  Major 
modifications or custom development are defined as application changes or additions that will 
require a programming effort in excess of 80 hours.  

 Not Satisfied 
(NS) 

The feature, functionality, or constraint described in the requirement will not be fully satisfied by 
the proposed Solution.  In the case of mandatory requirements, this response may disqualify the 
bid from consideration. 

 
e. Offeror Reference 
 
Offerors shall enter in the Reference column of Exhibit A and C a description of how the proposed Solution is meeting 
this requirement or a reference (page/section) to any other part of parts of their proposal that corroborates the Offeror 
response code entered for the requirement.  Multiple references may be included.  When Offerors include a description 
of how their proposed Solution meets this requirement, the Division evaluators will assume that the Offeror’s entire 
response to the requirement is included in the Offeror Reference column. 
 
The Reference column will be a critical component of the Offeror’s proposal.  The Division expects a clear and 
appropriately thorough and detailed explanation of how the Offeror’s proposed Solution will satisfy each requirement.  
While in some cases a few words may be sufficient, often this will require significant explanation.  In some cases, 
Offerors may find it necessary to provide and reference additional documentation or exhibits.  In all cases, Offerors must 
provide sufficient explanation in this field to enable evaluators to understand the essence of how the Offeror’s proposal 
will satisfy the requirement.  In this field Offerors must explain their Offeror Response by providing, as applicable: 
 

 An explanation of how the feature or function is, or will be, provided. 
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 Evidence to support this (e.g. where it is installed, other customers who can confirm it, examples, availability of 
 demonstrations etc.) 
 

 The nature of any configuration, modifications, or custom development required to provide the feature or 
 function, and the estimated time and resources that will be required to accomplish it. 
 

 Information about any third party tool being proposed including its owner/publisher, version, functionality, support 
 etc.  Offerors must describe their experience in installing and integrating this tool with the proposed Solution. 

 

If the Response Code for any requirement is DNM (Does Not Meet), Offerors must give an explanation of an 

alternative approach to meeting the State’s requirement in the Reference column. 

 

 Tab 8:   Key Personnel and Project Staffing  
 
 Offerors will be required to provide qualified staff to perform all activities described in this RFP and meet all Scope of 
 Work requirements.  This section of the Offeror’s proposal will include the following sections: 
 

 8.1 Approach to Staffing; 
 

 8.2 Project Organization Charts and Position Descriptions; 
 

 8.3 Key Corporate Personnel; and 
 

 8.3 Key Personnel 
 
 The Offeror should demonstrate an understanding of the appropriate staffing to complete the Scope of Work activities 
 as defined in Scope of Work and Exhibit A  of this RFP.  Proposals should include the following: 
 
 
 a. Approach to Staffing 
 

 The number and types of staff required to complete the scope of work. 
 

 Transition of personnel between activities. 
 

 Identification of any staff shared activities and discussion of its strategy for managing the risk of overlapping 
 staffing. 

 

 A proposed staffing plan showing personnel categories and staffing equivalents for major categories of staff 
 assigned to the activities, including modifications and special project.  The staffing plan should show key and 
 non-key personnel staffing by category or person by month for the duration of the activity. 

 

 A backup plan for replacement or supplementing staff if required. 
 
 b.  Project Organization Charts and Position Descriptions 
 

 Offeror’s proposals should include an organization chart for the major activities: 
 

 Requirements Definition, Design, Development and Configuration 
 

 Conversion 
 

 Testing (including separate identification of staff for system and integration testing, and support of the UAT) 
 

 Training 
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 Implementation 
 

 Maintenance and Operations (including Modifications) 
 

 Turnover 
 
 Proposals should also include description of staffing positions shown in the organization chart and listed in the staffing 
 charts. 
 
 c.  Key Corporate Personnel 
 
 Offerors must identify and describe roles and responsibilities of all key corporate, administrative, and supervisory 
 personnel who will be involved in providing the services sought by this RFP.  The resumes shall include name, 
 education and years of experience in current role, employment history, particularly as it relates to experience with the 
 proposed application and software and the specified scope of work. 
 
 d.  Key Project Personnel 
 
 Offerors must designate key project personnel.  Key personnel must include at a minimum:  Project Manager, 
 Operations Manager, Systems Architect/Technical Team Lead, Configuration Manager, Data Manager, Training 
 Manager, Testing Manager, and Regulatory SME.  The Regulatory SME position may be met by another key person as 
 long as all qualifications are met by the proposed person.   
 
 Offerors shall include resumes for all key project personnel.  Resumes must include name, education, years of 
 experience, and employment history, particularly as it relates to the proposed application and software and the 
 specified scope of services.     
 
 This section shall also specify the following: 
 

 The project manager’s experience in managing subcontractor staff if the offeror proposes to use subcontractors;  
 

 The percentage of time the project manager and each key project staff person will devote to this project on a 
 monthly basis or by major activity. 

 

 Tab 9:  Work Plan and Schedule 
 
 Offerors must provide a Work Plan and Schedule that includes: 
 

 9.1 Detailed descriptions of the major activities, tasks, and subtasks necessary to accomplish the requirements of  
  this RFP; 

 
 9.2 Identification of the responsible party (the Division, the State, or the Offeror) for each major task and activity; 

 
 9.3 Discussion of the flexibility of the work plan to meet changes in program requirements and cope with delays  
  should they occur; and 

 
 9.4 Discussion of any proposed delayed or phased implementation of functionality. 

 

 Any proposed delayed implementation of functionality or phasing of implementation must be fully supported in 

 the discussion of the Offeror’s approach in Exhibit C, including a description of how the Offeror will facilitate 

 users’ ability  to access and coordinate data in the existing systems and database and the new Solution 

 during any phased or  delayed implementation period. 
 

 Tab 10:  Cost Schedules (Attachment 1) 
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The following sections describe the required content and format for submission of Cost Schedules in response to this 
RFP.  The Division shall evaluate the Total Evaluated Proposal Price on the Cost Summary. 
 
Offerors must ensure that all costs necessary to provide a complete working system are included in the worksheets, 
regardless of whether or not there is a specific line item identified in the worksheets.  The following costs, at a minimum, 
must be included:  software development, testing, installation, and maintenance; hardware acquisition, installation, and 
maintenance; software acquisition license and maintenance; escrow account. 
 
Any proposed system component, hardware, service, or identified work scope in the Offerors proposal that is not 
specifically priced or identified in the Offeror’s worksheets, or that is identified after award of the contract, will be assume 
to be included by the Offeror at no additional cost. 
 
Templates for Cost Schedules are included in Attachment 1.   Instructions for completing each schedule are included in 
the following sections.  If any variations exist between the Cost Summary and the other schedules and no clarification 
appears, the Cost Summary will prevail.  It is the Offeror’s responsibility to identify any missing cost items, and missing 
items will be the responsibility of the Offeror.  The State may assign an appropriate cost to the missing item to prevent a 
perceived cost advantage over another Offeror. 
 
Offerors proposals must include an Executive Summary, Cost Summary, and Cost Schedules using the worksheets 
provided in Attachment 1. 

 
a.  Executive Summary 
 
The Cost section of the Offerors’ proposals must include an Executive Summary of not more than three (3) pages.  The 
Executive Summary should summarize and highlight relevant contents of the Cost Proposal to provide the Evaluation 
Committee with a broad understanding of the Offeror’s proposed price and the required Cost Schedules.  The Executive 
Summary should include a statement certifying that all pricing information presented as part of the proposal is in US 
dollars and that all required cost information is enclosed. 
 
b.  Cost Summary Worksheet 
 
This section of the Offeror’s Cost Summary is a roll-up of the two (2) supporting schedules:  Cost Schedule A and Cost 
Schedule B.  Offerors are required to ensure the costs captured on the other supporting schedules are transferred 
accurately to the Cost Summary Worksheet. 
 
The State will evaluate the Total Evaluated Proposal Price on the Cost Summary Worksheet. 
 
c.  Cost Schedule A 
 
Cost Schedule A, the Design, Development and Implement Cost Schedule, must include all offeror personnel, incidental 
training, hardware, software, and “other” costs necessary to design, develop, test, provide training, data conversion, 
interfaces development and support of the proposed Solution during the DDI phase.  Offerors must provide a firm fixed 
price for each payment deliverable listed on the schedule.  Offerors may propose additional payment deliverables for the 
Division’s consideration. 
 
d.  Cost Schedule B 
 
Cost Schedule B. the Maintenance and Operations Cost Schedule, includes the cost for Maintenance and Operations 
costs for five (5) years of operations through June 30, 2020.  These costs include warranty and licenses for all five (5) 
years. 
 
The price for Maintenance and Operations shall be a single price for all five (5) years of maintenance and 
operations. The Maintenance and Operations costs for modifications for each of the five years of operations shall be a 
fixed labor cost.  
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e.  Cost Schedule C 
 
Cost Schedule, the Modification/Enhancement Cost Schedule, provides information on the proposed hourly rate for the 
Division to obtain technical assistance from offeror during the life of the contract.  Modification/Enhancement activities do 
not include the fixed rate charges for offeror’s staff to provide technical assistance during the five (5) years of 
maintenance and operations. 
 
The blended hourly rate includes all personnel, overhead, indirect, travel, profit, equipment usage, and other 
miscellaneous costs. 

 
   

 

Discussions 
 

In accordance with A.R.S. § 41-2534, after the initial receipt of proposals, the State may conduct discussions with those Offerors 
who submit proposals determined by the State to be reasonably susceptible of being selected for award. 
 

Final Proposal Revisions 

 
If discussions are conducted, the State shall issue a written request for Final Proposal Revisions. The request shall set forth the 
date, time and place for the submission of Final Proposal Revisions. Final Proposal Revisions shall be requested only once; 
unless the State makes a determination that it is advantageous to conduct further discussions. 

Contract Award 

 
Award of a contract will be made to the most responsive and responsible Offeror(s) whose proposal is determined to be the 
most advantageous to the State based on the evaluation criteria set forth in the solicitation. 

Public Record 

 
All Proposals submitted in response to this Request For Proposal shall become the property of the State and shall become a 
matter of Public Record available for review, subsequent to the award notification, as provided for by the Arizona Procurement 
Code. 
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Exhibit A – Functional, Technical, and Interface Requirements 

 
This exhibit sets forth detailed functional, technical, and interface requirements.  This Exhibit A must be completed by the 
Offeror and included in the proposal response package.  The Offeror should enter one of the response codes described below 
next to each requirement. 
 

      Offeror Response Codes 

 

E Existing 

EC Existing with 

Configuration 

M

M 

Minor 

Modification 

TP Third Party 

Tool 

CD Custom 

Development 

NS Not Satisfied 

 
 

Global 

 
Global includes the general functional, system administration, workflow and business rules management requirements.  The 
requirements in this category address general functionality that is not limited to specific Division units or business processes. 
 

Req # M/D Description Response 

Code 

Reference 

GL-1 M The proposed solution shall be web based and they shall conform 
to Arizona Revised Statutes security standards and protocols. 

  

GL-2 M The proposed solution shall store data concerning all individuals 
and entities with whom the Division interacts in a central location.  
The information shall include: 

 Individual or entity name 

 Type (individual or entity) 

 Addresses (by type) 

 Phone (by type) and email 

 Preferred contact method 

 Registered or licensed individuals or entities by type (e.g. 

broker dealer, salesman, etc.) 

 Unique identification number(s) 

 

  

GL-3 M The proposed solution shall allow create, edit, view, and print 
functionality for any individual/entity record information. 

  

GL-4 M The proposed solution shall provide the ability to add and maintain 
dated and user identifiable notes and comments made for the 
record of an individual/entity. 

  

GL-5 M The solution shall allow a user to search by CRD or IARD number, 
system generated ID, individual/entity name, type of securities 
offering or exemption, complaint, examination, case, and 
investigation.  Any record displayed can be opened, viewed and 
worked on based on its open/closed status. 
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Req # M/D Description Response 

Code 

Reference 

GL-6 M The proposed solution shall retrieve data concerning all individuals 
and entities with whom the Division interacts in a time efficient 
manner. 

  

GL-7 M The proposed solution shall allow multiple individuals to view 
information stored in the solution at the same time.  

  

GL-8 M The proposed solution shall prevent multiple users from updating 
the same record at the same time. A pop-up message shall alert 
multiple users that other users are attempting to edit the record. 

  

GL-9 M  The proposed solution shall track requests for information 
including which documents were released (e.g. requests from 
attorneys, requests from the public). 

  

GL-10 M The proposed solution shall allow a user to open multiple 
screens/windows simultaneously. 

  

GL-11 
 

M The proposed solution shall prevent application of duplicate 
document numbers or reference numbers based on user-specified 
criteria. 

  

GL-12 M The proposed solution shall allow a user to cancel a transaction 
and/or exit any document.  

  

GL-13 M  The proposed solution shall generate system messages, including 
level of urgency (e.g. processing, error handling, and/or other 
communication) that are clearly stated in English. 

  

GL-14 M The proposed solution shall provide the ability to update the 
Division’s organization and individual user names (division, 
branch). 

  

GL-15 D The proposed solution may allow minor changes (e.g. font, color) 
to the layout of user screens. 

  

GL-16 M The proposed solution should provide an on-line tutorial, a user 
guide, and help function to assist staff in learning how to perform 
job tasks, manage work flows, and use the functions and 
capabilities of the system. 

  

GL-17 M The proposed solution shall include complete user documentation 
detailing the capabilities and functions of the proposed solution, in 
the form of an online user guide.  This shall describe how end-user 
functions of the system are used, including functions reserved for 
supervisors and managers.  Separate versions shall be provided 
for different categories of use.  

  

GL-18 M The proposed solution  shall  provide on-line tutorial/user 
guide/help screens to the user based on what he or she is 
attempting to accomplish (as determined by the current screen, 
function, data field.) 

  

GL-19 M The proposed solution shall provide the capability for authorized 
personnel to select and modify records (e.g. 100+ records if 
necessary) and make the same change to all of them. 

  

GL-20 D The proposed solution may provide ready access to common 
productivity tools and job aids including: 

 Calendar 

 Quick reference telephone number list 

  

GL-21 M The proposed solution shall edit and validate individual field values 
to ensure that only valid data is entered.  Validation options 
include, but are not limited to the following: 

 Field type (e.g. numeric, alpha, required) 

 Validity (e.g. table look-up, data look up) 
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Req # M/D Description Response 

Code 

Reference 

 Relational edits (e.g. editing relationships between fields) 

 Field values (e.g. acceptable range) 

GL-22 M The proposed solution shall maintain historical information in 
addition to the most current set of information for all  records. 
Historical information needs to be searchable and the user needs 
to have the ability to “drill-down” to pertinent data. 

  

 GL-23 M The proposed solution shall maintain an audit trail of all changes 
made to data in the system.  This should be readily searchable by 
user ID or person/entity.  This shall include but is not limited to: 

 The user ID of the person who made the change 

 The date and time of the change 

 The information that was changed 

 The data before & after it was changed, which screens were 

accessed and used 

  

GL-24 M The proposed solution shall allow authorized individuals limited 
manual override capability over certain specified system 
transactions and require a stated reason for the override. 

  

GL-25 M The proposed solution shall contain templates and automate the 
completion of required forms, via prefilling data on forms, from the 
database. 

  

GL-26 M The proposed solution shall provide the ability to add new forms 
and change existing forms. 

  

GL-27 M The proposed solution shall automatically generate forms, letters, 
memos, receipts etc. based on processing rules and timeframe 
criteria provided by the Division. 

  

GL-28 M The proposed solution shall  maintain all records, documents, logs 
etc. that pertain to an entity or individual as linked to the entity or 
individual by name or user selected identification number. (e.g. 
enforcement, registration/licensing, exam, complaint). 

  

GL-29 M The proposed solution shall provide the ability to merge, unmerge, 
and purge person or entity records. 

  

GL-30 D The proposed solution shall provide the ability to verify valid zip 
codes and address. 

  

GL-31 D The proposed solution shall incorporate the use of spell check for 
free text fields. 

  

GL-32 M The proposed solution shall be highly configurable so that 
established processes and data elements can be altered by non-IT 
authorized users as new demands for tracking data arise.  

  

GL-33 M The proposed solution shall be highly configurable so that non-IT 
authorized users can modify fee schedules and formulas as 
required by new business demands. 

  

GL-34 M The proposed solution shall be capable of using the State of 
Arizona relay for all email notifications.  

  

GL-35 M The proposed solution shall provide the ability to store and retrieve 
electronic files with electronic signatures. 

  

GL-36 M The proposed solution shall allow users to copy text data and save 
as Microsoft Word files on their workstation computers. 

  

GL-37 M The solution shall allow supervisors to assign tasks, review 
progress, and approve completed tasks as needed. 

  

GL-38 M The solution shall provide the ability to access all underlying 
documents that are associated with a case/matter. 
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Req # M/D Description Response 

Code 

Reference 

GL-39 D The proposed solution shall include a public web portal to facilitate 
the filling of documents for all types of registration, licensing, and 
exemption applications and renewals by: 

 Providing forms over the portal 

 Providing the ability to attach/upload documents to the filing 

 Providing the ability to accept filing fee payments 

 Providing a checklist template to ensure completion of all 

requirements for each type of filing 

 Providing the ability to calculate fees 

Pertinent information collected over the public web portal 
concerning the filing shall automatically populate or update the 
solution database without manual intervention.  Daily reports/alerts 
shall be generated for staff showing the filing information. 
 

  

GL-40 M The solution shall be compatible with data capture software so that 
the solution has the ability to accept, store, and make available for 
reports certain data automatically extracted from OCR scanned 
documents.  The extracted data must also be available to 
populate/update records in the database without manual 
intervention.  Captured data may include, but is not limited to: 

 Key data from applications filed as well as associated dates 

and fees 

 Key data from third party reports 

 Payments receipted 

  

GL-41 M The solution shall facilitate the storage and usage of forms/ 
templates that are configurable and customizable by authorized 
users only.  

  

 
System Administration (User Login, Roles and Profiles) 

These requirements concern the process by which the proposed solution will be administered in terms of adding, managing 
and deleting users and maintaining user roles. 

Req # M/D Description Response 

Code 

Reference 

SA-1 M The proposed solution shall provide the ability to perform system 
administration functions such as reference table maintenance and 
adding/removing users from the system. 

  

SA-2 M The proposed solution shall provide authorized individuals with 
access to data and functions in the proposed solution by 
authorized user’s role and profile. 

  

SA-3 M The proposed solution shall have self-service login password 
reset capabilities.  

  

SA-4 M The proposed solution shall provide screens customized by job 
function or task.  These screens present the information, layout, 
options and tools applicable to the particular job function or task, 
and should be the same for all users performing that function or 
task.  

  

SA-5 M The proposed solution shall accommodate the need for 
management to assign individual users to a single or multiple 
roles and perform multiple tasks.  They need to allow access to 
the screens that best match the role they are filling or task they 
are performing at any given time.   
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Workflow Management 

These requirements concern the process by which the proposed solution will identify cases and matters and organize this 
information to facilitate working the case or matter. 
 

Req # M/

D 

Description Response 

Code 

Reference 

WM-1 M The proposed solution shall provide configurable workflow 
functionality for all business processes and functional areas 
including, but not limited to: enforcement, collections, registration, 
licensing, examinations, financial management, public contact, 
document management, administration and reporting. 

  

WM-2 M The proposed solution shall provide the ability to establish and 
maintain multiple workflows for each business process. 

  

WM-3 M The proposed solution shall support establishment of user defined 
rules based on workflows for any system event or transaction. 

  

WM-4 M The proposed solution shall allow for copying/extending 
preconfigured workflows to meeting specific State business 
requirements. 

  

WM-5 M The proposed solution shall provide tools for a system 
administrator to modify preconfigured workflows or develop new 
workflows. 

  

WM-6 M The proposed solution shall allow a document to follow one of 
multiple approval paths based on business rules. 

  

WM-7 M The proposed solution shall support multiple levels of approvals for 
transactions based on profile security and other user-defined 
criteria. 

  

WM-8 D The proposed solution shall allow users to attach notes to content 
items within the workflow and store these notes with User ID and 
date/time stamp. 

  

WM-9 D The proposed solution shall allow workflows to be designated as 
either “informational” or “action required” (such as approval). 

  

WM-10 M The proposed solution shall ensure a transaction is not finalized 
until all required approval workflows are complete. 

  

WM-11 M The proposed solution shall provide various intake workflows 
denoting the real-time intake process steps and whether each step 
has been completed. 

  

WM-12 M The proposed solution shall allow a data record to be assigned to 
staff in different business units concurrently. 

  

WM-13  M The proposed solution shall identify potential duplicate records 
based on business rules. 

  

WM-14 M The proposed solution shall allow for assignment of records to a 
specific unit and/or staff member (caseload assignment) 
throughout the process based on, but not limited to: 

 Priority (system-wide or unit specific) 

 Staff skill set 

 Staff classification 

  

WM-15 M The proposed solution shall provide the ability for managers to 
view, monitor and reassign work to other staff (group/unit or 
individual) and the ability to view the process actions. 

  

WM-16 M The proposed solution shall notify staff automatically when a new 
item/document/record to review has been received based on 
business rules. 

  

WM-17 M The proposed solution shall refresh workflow queues   
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Req # M/

D 

Description Response 

Code 

Reference 

automatically.  

WM-18 M The proposed solution shall issue non-disruptive alerts and 
escalation notifications for impending deadlines for all active 
records. 

  

WM-19 M The proposed solution shall be able to immediately forward a 
record to the next business function when the current business 
function is completed and send notification to the receiving 
business unit. 

  

WM-20 M The proposed solution shall provide the ability to review and 
approve portions of the record before the record is released to the 
next business function. 

  

WM-21 D The proposed solution shall provide notifications to users through 
an interface with Microsoft Outlook. 

  

WM-22 M The proposed solution shall provide the ability to route scanned 
and/or uploaded documents for processing and/or review. 

  

WM-23 M The proposed solution shall require a user to enter data in all 
required fields for a business process or transaction before 
allowing the user to exit the screen. 

  

 
Business Rules Management 

These requirements concern the maintenance of the business rules functionality. 

Req # M/D Description Response 

Code 

Reference 

BR-1 M The proposed solution shall include business rules management 
functionality. 

  

BR-2 M The business rules management shall support the rules needed to 
comply with all applicable laws and Division policies and 
operational procedures, and provide the flexibility to adapt to 
changes in any of these areas. 

  

BR-3 M The business rules management shall allow for changes to 
mandated timeframes, based on a state of emergency or 
management approved imperative. 

  

 

 

 

 

 

 

Enforcement 
The requirements in this category address all aspects of enforcement of Acts through complaint processing, investigations, 
financial analysis, and administrative and civil cases. 
 

Req # M/

D 

Description Response 

Code 

Reference 

EN-1 M The solution shall house tables that can be customized for the 
entry of financial and related data for each enforcement case. 

  

EN-2 M The solution shall incorporate accounting tools to calculate 
deposits and withdrawals by account, cash flow, and summary 
information. 

  

EN-3 D The solution shall provide the ability to assign a code to each 
financial transaction being reviewed based on a list of codes 
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Req # M/

D 

Description Response 

Code 

Reference 

developed by the Division’s accountants.  

EN-4 M The solution shall provide standardized and ad hoc reporting 
capability on the financial and related transactions analyzed by the 
case team. 

  

EN-5 M The solution shall provide the ability to maintain a case log of case 
deadlines and events that provide links to underlying documents, 
as applicable. The solution shall push out email reminders of key 
dates and deadlines. 

  

EN-6 M The solution shall have the ability to allow supervisors to assign a 
case to a case team comprised of various team roles (e.g. 
attorney, paralegal, investigator, and accountant).  

  

EN-7 M The solution shall automatically assign a unique case number 
when a user opens a new case. 

  

EN-8 D The solution shall facilitate the creation of an evidence log for each 
case by allowing the user to select uploaded documents or other 
evidence for inclusion in the log. 

  

EN-9 M The solution must provide a method to allow case team member to 
see a list of their case assignments and upcoming due dates. 

  

EN-10 M The solution shall automatically generate a restitution list in a 
standardized format based on individuals/entities identified within 
the solution as eligible for restitution. The solution shall permit the 
entry of pertinent information concerning each individual/entity to 
whom restitution is due (e.g. contact information) and allow for a 
comment section. 

  

EN-11 M The solution shall allow staff the ability to upload one or more 
documents related to a complaint/case.   

  

EN-12 M The solution shall allow the ability to have a one-to-many or many-
to-one association of complaints to cases. 

  

EN-13 M The solution shall automatically calculate the proportionate amount 
of restitution due each investor based on the total restitution 
awarded or other criteria specified by business rules.  

  

EN-14 D The solution shall provide a centralized location for accountants’ 
final analyses, reports and supporting documents. 

  

EN-15 M The solution shall enable the user to change the status of a 
complaint (e.g. open or closed) within the solution and if closed, 
generate a reminder for preparing a filing a Form U-6 with the 
CRD, if applicable. 

  

EN-16 M The solution shall enable tracking of steps in issuance of a 
subpoena, calendaring response dates and extensions, generating 
reports of subpoena activity and provide links to the underlying 
copies of subpoena documents, affidavits of service and other 
related documents. 

  

EN-17 D The solution shall have the ability to “attach” OCR scanned 
documents to a particular enforcement case and to automatically 
generate a document inventory log with links to the underlying 
documents.  Authorized users shall have the ability to maintain and 
modify the document inventory log which shall provide viewing 
rights for the assigned case team.   

  

EN-18 D The solution shall provide a way to mark certain documents related 
to a case or matter as confidential. 

  

 

Collections 
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The requirements in this category address the collection of restitution, fines, penalties and other charges after an order or 
judgment is entered against a person or entity following an enforcement action.   

 
Req# M/D Description Response 

Code 

Reference 

CO-1 M The solution shall include “tickler” functionality for renewal of 
transcripted judgments every five years unless sooner paid or 
satisfied (e.g. settled). 

  

CO-2 M The solution shall have the ability to perform complex 
mathematical calculations such as: 

 Calculation of interest from a date certain 

 Recalculation of balance due and interest after respondent 

makes a payment; based on that information generate a 

quarterly report of respondents still owing funds and the then 

current balance due 

 Calculation of respondent payoff figure 

 Calculate a running total of payments received from 

respondents 

 Calculate a running total of amounts disbursed to investors 

and the number of investors to whom disbursed 

 Accumulating payments received from respondents and 

calculating the proportionate amounts of investor distributions 

according to a Division-specified formula 

  

CO-3 M The solution shall have the ability to generate a quarterly and an 
annual summary report showing total penalties collected, total 
restitution collected, and total amount collected from receivers. 

  

CO-4 M The solution shall have the ability to set and modify collection 
status (e.g. paying, bankruptcy, settled, paid in full, closed, 
default). 

  

 

 

 

 

 

Registration 
The requirements in this category address the process of securities registration and exemption requests. 
 

Req# M/D Description Response 

Code 

Reference 

RE-1 M The solution must have the ability, through an API with an 
unrelated third party vendor that accepts nationwide mutual fund 
company initial filings and renewals, to update issuer and offering 
data within the solution database.  

  

RE-2 M The solution shall provide reminders to staff, via user 
maintainable due date ticklers, of the approach of statutory 
processing/approval deadlines. 

  

RE-3 M The solution shall provide authorized users the ability to manually  
maintain the status of the registration application. 

  

RE-4 M The solution shall have the ability to automatically generate 
registration certificates after an approval status is entered. 
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Req# M/D Description Response 

Code 

Reference 

RE-5 M The solution shall generate a renewal certificate for certain 
securities registrations eleven months after registration approval; 
upon payment of the renewal fee and renewal application, the 
solution shall permit printing of the renewal certificate.  

  

RE-6 M The solution shall allow staff to enter information concerning  
securities registration and exemption applications filed directly 
with the Division  including: 

 Key data from the application 

 Uploading documents associated with the filing 

 Receipting of fees 

Such information shall be available for reports.  

  

RE-7 M The solution shall provide the ability to categorize registrations 
and exemptions by type. 

  

RE-8 M The solution shall provide the ability to mark registered 
entities/individuals as active, inactive, licensed, registered, 
denied, revoked, abandoned, withdrawn, terminated, suspended, 
or notice filed.  

  

RE-9 M The solution shall provide the ability to generate reports by status, 
including any fee or reports/documents due as determined by 
statute. 

  

RE-10 M With respect to mutual funds, the solution shall have the ability to 
receive and store notice filing information, issuer fiscal year end 
date and/or SEC effectiveness date, renewal date on business 
rule, receipt fee payments and sales reports.  Renewals outside 
calculated dates are subject to additional fees based on statute.     

  

 

 

 

 

 

 

Licensing 
The requirements in this category address the process of licensing broker dealers, registered representatives, investment 
advisers, and investment adviser representatives. 
 

Req# M/D Description Response 

Code 

Reference 

LI-1 M The solution shall generate periodic reports of broker dealer 
applications received  by the Division. 

  

LI-2 M The solution shall provide the ability for Division staff to manually 
enter registration and licensing data for filings that are sent directly 
to the Division. 

  

LI-3 M The solution shall have the ability to upload documents associated 
with the licensing process and attach them to licensee’s record in 
the database. 

  

LI-4 M The solution shall allow staff to enter information concerning  initial 
registration and renewal requests by Canadian dealers who file  
documents and pay fees directly with the Division.  

  

LI-5 M The solution shall allow staff to enter information concerning  
salesmen associated with non-FINRA member broker dealers and 
issuer dealers  who file licensing applications and renewals, 
including the filing of documents and payment of fees, directly with 
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Req# M/D Description Response 

Code 

Reference 

the Division.  

LI-6 M The solution shall allow staff to enter information concerning  
investment advisers who file  documents required for licensing 
directly with the Division.  

  

LI-7 M The solution shall generate standardized and ad hoc reports with 
user defined parameters and date range concerning the number of 
all types of registration applications received for the period and the 
total number of current registrations by type. 

  

 
Examinations 

The requirements in this category address the process of conducting examinations of broker dealers and investment advisers. 
 

Req# M/D Description Response 

Code  

Reference 

EX-1 M The solution shall allow the electronic completion of an  evaluation 
template for investment advisers by examination staff; information 
entered into the template should be integrated with the solution 
database to update information on the investment adviser,  be 
saved to the investment adviser’s record, and make that 
information available for standardized and ad hoc reports. The 
completed  template shall be delivered to the supervisor’s desk 
top.  

  

EX-2 M The solution shall provide a Division-customizable form  that can 
be completed electronically by staff to input key information about 
a broker dealer or investment adviser and generate a pre-
populated Notice of Inspection Rights document. 

  

EX-3 M The solution shall allow users to enter an “examination completed” 
date and select from a menu of post-examination follow-up 
activities (e.g. close, obtain additional information, issue deficiency 
letter, recommend referral to enforcement) that can be toggled.  

  

EX-4 M The solution shall automatically generate a status letter from a 
template 30 days after an examination if the “waiver of notice” was 
not signed by the examinee at the time of the examination; the 
letter shall be pre-filled with examinee’s name and address and a 
reminder shall be sent to the examiner. The solution shall provide 
a toggle for the examiner to indicate whether the waiver of notice 
was signed or not at the time of the exam. 

  

EX-5 D The solution shall generate an examination module (broker dealer 
or investment adviser) from a template, pre-filled with examinee’s 
name, address and CRD number. 

  

EX-6 M The solution shall facilitate the attachment and storage of OCR 
scanned documents and information obtained during or after the 
broker dealer or investment adviser examination to the examinee’s 
record and display links to the underlying documents. 

  

EX-7 M.  The solution shall generate reports of investment advisers with 
user designated parameters.  

  

EX-8 M The solution shall provide a calendar scheduling and examination 
tracking system for broker dealers and investment advisers to 
allow reports to be generated in order to review and analyze 
exams conducted, time frames for exam scheduling, number of 
firms examined, type of examinee (i.e. broker dealer or investment 
adviser), principal place of business, and related comments of 
examiner 
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Req# M/D Description Response 

Code  

Reference 

EX-9 M The solution should be able to update a broker dealer or 
investment adviser record for a name change and cross reference 
with former name. 

  

EX-10 M The solution shall provide the ability to generate a report that 
allows for the entry of parameters to define and refine a report 
concerning historical exam information. 

  

EX-11 M The solution shall allow a supervisor to assign examinations to 
staff examiners. 

  

EX-12 M The solution shall allow for entry of information concerning the 
status of an examination (e.g. open/closed/deficiency/referred to 
enforcement) and corresponding dates and make such information 
available for ad hoc reports. 

  

 
 

Financial Management 
The requirements in this category address receipting of funds received and distributed, calculation of fees, interest, and 
penalties, reconciliation of funds allocated to different accounts, and reporting of accounting processes.    

 
Req# M/D Description Response 

Code 

Reference 

FM-1 M The solution shall receipt fees received by the Division and 
update the filer’s record in the solution database.   

  

FM-2 M The solution shall include an audit trail for each step in processing 
fees received. 

  

FM-3 M The solution shall create an internal invoice of filing fees owed 
depending upon the type of filing received; it shall enable editing 
of that invoice due to refunds owed, data entry errors, or changes 
to the proportionate amount of fees to be deposited into the State 
accounts. 

  

FM-4 M Because mutual fund filing fees are calculated on the basis of 
1/10 of 1% (up to a maximum), the solution shall enable rounding 
of the amount of filing fee.  

  

FM-5 M The solution shall include functionality which will enable the user 
to leave an internal invoice “open” if less than the entire fee is 
paid and “close” the invoice when the balance due is paid. 

  

FM-6 M The solution shall allow users to change the fiscal year end of an 
issuer and recalculate the renewal date. 

  

FM-7 M The solution shall include functionality that enables a pending 
action item and sends a reminder to staff before the action item is 
due. 

  

FM-8 M The solution shall provide safeguard messages for certain types 
of transactions.  

  

FM-9 M The solution, through the use of an API, shall connect with an 
unrelated third party to accept electronic filings of mutual fund 
registrations and payment of the filing fees. The filing and 
payment information shall update the solution’s database.   

  

FM-10 M The solution shall automatically calculate the percentage of each 
fee that will be allocated to one or more of four State accounts 
depending on the code assigned to the filing.  Such information 
shall be available for standardized/ad hoc reports. 

  

FM-11 M The solution shall enable the user to manually create invoices for 
receipted monies and manually designate into which state fund or 
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Req# M/D Description Response 

Code 

Reference 

funds the monies will be placed. 

 

 
Public Contact 

The requirements in this category address the Division’s interactions with the public through incoming calls and emails, public 
records requests, and no-action requests. 
 

Req# M/D Description Response 

Code 

Reference 

PC-1 D The solution shall facilitate the tracking of IOD contacts as to type 
of call and how the caller learned of the Division. 

  

PC-2 D The solution shall store a template of the Public Records Request 
form and checklist of requirements for public records request that 
can be sent to the requestor.  The solution shall track the public 
records request and all correspondence/responses.  The solution 
shall enable staff to generate an inventory log of responsive 
documents and a privilege log with links to electronic copies of 
those of those logs.  The solution shall include templates of 
transmittal letters and correspondence with the requestor’s name 
and address pre-populated. 

  

PC-3 D The solution shall store no-action letter requests, associated 
documents, and responses. The requestor’s name and address 
are entered into the solution and available to pre-populate letter 
templates. 

  

 
 

Document Management 
The requirements in this category address the retention and archiving of records as well as generation of templates. 
 

Req# M/D Description Response 

Code 

Reference 

DM-1 M The solution shall have the ability to track the location of hard 
copy files and documents in the office, at off-site storage, or sent 
to archive. 

  

DM-2 M The solution shall have the ability to generate templates to be 
used in work flows throughout the Division.  Such templates shall 
be pre-populated with name and address, where possible. 

  

  

Technical Requirements 
Technical requirements include regulation, hardware/software, database, housing of solution, network support, workstation 
software, user interface, error and exception handling, interfaces, system security management, availability, performance, 
capacity, retention and archive, and audit requirements. 
 

Regulations 

 
Req# M/D Description Response 

Code 

Reference 

R-1 M The proposed solution shall conform with the sub-parts of Section 
508 of the Americans with Disabilities Act (ADA) 
(http://www.section508.gov/). 

  

 

Hardware/Software 

http://www.section508.gov/
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Req# M/D Description Response 

Code  

Reference 

HS-1 M All hardware and software implemented shall comply with ADOA 
and Division Information Technology Standards, 
Arizona Dept. of Administration – Arizona Strategic Enterprise 
Technology (ADOA-ASET) and Information Technology 
Authorization Committee standards. 

  

HS-2 M All hardware and software to be implemented shall be scalable, 
available, and meet the performance constraints as defined in 
other sections of the technical constraints. 

  

HS-3 M Hardware designated in the contract shall be vendor-hosted.   

 
 

Database 

 

Req# M/D Description Response 

Code 

Reference 

D-1 D The proposed solution shall comply with the Division’s standard of 
SQL Server databases for solutions of this size. 

  

D-2 M The proposed solution shall comply with the Arizona Department 
Of Administration P740- Data/Information Architecture Policy and 
its references. 

  

 

 
Network Support 

 
Req# M/D Description Response 

Code 

Reference 

NE-1 M The proposed solution shall deliver services via the Arizona’s Wide 
Area Network, and conform to Arizona Department of 
Administration’s P710 Network Architecture Policy and its 
references.. 

  

NE-2 M The proposed solution shall use Transmission Control 
Protocol/Internet Protocol (TCP/IP) for all network communication. 

  

NE-3 M The proposed solution shall use Secure Sockets Layers (SSL) 
protocol for all network communications. 

  

 

 
Workstation Software 

 
Req# M/D Description Response 

Code 

Reference 

WS-1 M The proposed solution shall support a browser based interface 
(Internet Explorer  V8.0 or above) supported by the ACC’s IT 
Division running on the current version of Microsoft Windows 
operating system as required by the Division. 

  

 

User Interface 

 
Req# M/D Description Response 

Code 

Reference 

UI-1 M The proposed solution shall provide a user-friendly color Graphical   
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Req# M/D Description Response 

Code 

Reference 

User Interface (GUI) for user presentation.  The GUI shall be 
consistent throughout the solution.  Examples include, but are not 
limited to: 
 

 Standard naming convention 

 Pointing device support 

 Pop-up windows 

 Keyboard functionality 

 Button navigation 

 Drop down lists 

 Auto fill     

 
 

 
Error and Exception Handling 

 

Req# M/D Description Response 

Code 

Reference 

EE-1 M The proposed solution shall provide logging, reporting and 
accessing errors and exceptions. 

  

 

System Tools 

 
Req# M/D Description Response 

Code 

Reference 

ST-1 D The proposed solution shall comply with NIEM-Justice Standards 
for information exchange, where possible. 

  

ST-2 D The proposed solution should include all data elements in the 
NIEM-Justice Standard. 

  

ST-3 M The proposed solution shall be able to support industry standard 
bar code reading and production for forms and other items to 
minimize data entry requirements.  

  

 

System Security Management 

 
Req# M/D Description Response 

Code 

Reference 

SS-1 M The proposed solution shall support user authentication and 
authorization per NIST 800-63. 
 

  

SS-2 M The proposed solution shall comply with Division security policies. 
A.R.S. Title 41, Chapter 32 Arizona Dept. of Administration – 
Arizona Strategic Enterprise Technology (ADOA-ASET) and 
Information Technology Authorization Committee standards (P800 
– IT Security Policy). 

  

     

SS-3 D The proposed solution shall include security administration roles, 
such as security architect, security administrator, security analyst, 
delegated administrator.  
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Availability 

 
Req# M/D Description Response 

Code  

Reference 

AV-1 M The proposed internal solution shall be available no less than 
99.9% of scheduled uptime in any calendar month. 

  

AV-2 M The proposed solution shall have no scheduled downtime from 
6am to 6pm daily, seven days a week. 

  

AV-3 D The proposed web portal solution shall be available no less than 
99 percent of scheduled uptime in any calendar month for 
authentication and query, and 99% for fee payments. 

  

AV-4 M Routine maintenance shall be pre-scheduled by no less than one 
week’s notice and appropriate notice shall be posted.  

  
 

 

 
Performance 

 
Req# M/D Description Response 

Code 

Reference 

PR-1 M The proposed solution shall provide the following user response 
times as measured over a period of one hour as determined by the 
Division: 
 

a) No more than three (3) seconds ninety-eight percent (98%) of 

the time for any  page load, save, edit or update transaction 

b) No more than two (2) seconds ninety percent (90%) of the 

time for any  page load, save, edit, or update transaction 

c) No more than one (1) second eighty percent (80%) of the time 

for any  page load, save, edit, or update transaction 

d) Search and report queries at a minimum shall have no 

degradation as compared with search and report generation in 

the current system, where the longest report search time is 10 

seconds 

  

PR-2 M The   contractor shall perform  real-time system monitoring, 
providing monthly reports that detail  response times, system use 
and capacity, concurrent users, and system errors. 

  

 

 
 

 

 

 

Capacity 

 
Req# M/D Description Response 

Code 

Reference 

CA-1 M The proposed solution shall support the caseload and user base of 
50.  

  

CA-2 M The proposed solution shall support an annual workload growth 
rate of 10% over the next ten years. 
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Retention and Archive 

 
Req# M/D Description Response 

Code 

Reference 

RA-1 M The proposed solution shall distinguish between active and 
inactive cases and provide the ability to change the case from 
active status to inactive status and from inactive status to active 
status. 

  

RA-2 M The proposed solution shall not allow inactive cases to deteriorate 
the performance of searching and reporting on active cases. 

  

RA-3 M The proposed solution must store archived data and make it 
accessible online to users within a Division-specified period of 
time. 

  

 

 
Interfaces 

 
The proposed solution will be required to exchange information with many other systems and sources, both within and external 
to the Division and the State of Arizona.  The requirements in this category address system interface functionality. 
 
 

Req# M/D Description Response 

Code 

Reference 

IN-1 D APIs shall be included in the proposed solution to facilitate the 
query, storage, retrieval and exchange of fee and application 
information between the Division and related third parties, such as 
other State agencies, and with unrelated third parties such as 
electronic mutual fund filing vendors and a public web portal.    

  

IN-2 D APIs shall be scripted to input web portal securities information 
and exemption applications, licensing applications, and mutual 
fund electronic filing information from third party vendors into the 
solution database.  

  

IN-3 M APIs shall be compliant with the Arizona Department of 
Administration P700- Enterprise Architecture Policy. 
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     Exhibit B ---- Bidders Library 
 
 
     Acronyms and Definitions 
 

Acronym Description 

A.A.C. Arizona Administrative Code 

ACC Arizona Corporation Commission 

ADOA-ASET Arizona Department of Administration – Arizona Strategic Enterprise 
Technology 

ALJ Administrative law judge 

AOD Attorney On Duty 

API Application Program Interface 

A.R.S. Arizona Revised Statutes 

BCE Bankruptcy and Collection Enforcement Section of the Arizona Attorney 
General 

CIO Chief Information Officer 

CISO Chief Information Security Officer 

COTS Commercial Off-The-Shelf   

CPA Consumer Protection & Advocacy Section of the Arizona Attorney General 

CRD Central Registration Depository 

CSL Combined Single Limit (in the insurance context) 

DRP Disaster Recovery Plan 

DSD Design Specification Document 

EFT Electronic funds transfer 

EUO Examination under oath 

FEI Federal Employer Identification (Number) 

FINRA Financial Industry Regulatory Authority 

HIPAA The Health Insurance Portability and Accountability Act of 1996 

IARD Investment Advisor Registration Depository 

IEEE Institute of Electrical and Electronic Engineers 

IM Act Arizona Investment Management Act 

IOD Investigator On Duty 

KPI Key Performance Indicator 

M&O Maintenance & Operations 

MTP Master Test Plan 

NIST National Institute of Standards and Technology 

Notice Notice for Opportunity of Hearing 

OCR Optical Character Recognition 

PMBOK Project Management Body of Knowledge 

PRR Public record request 

RFP Request For Proposal 

RTM Requirement Traceability Matrix 

SEC U.S. Securities and Exchange Commission 

SLA Service level agreements 

SME Subject matter expert 

UAT User Acceptance Test 

WBS Work Breakdown Structure 
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Term Definition 

Acts Arizona Securities Act and Investment Management Act 

Business Office Business office of the ACC 

Case Investigation and prosecution of an individual or entity 

Division Arizona Corporation Commission, Securities Division 

Docket Control ACC’s Docket Control that functions as a “clerk of court,” which refers to the 
custodian of records and the collector of fees and other deposits of money for 
the ACC’s dispute resolution body. 

HITECH Act Health Information Technology for Economic and Clinical Health Act of 2009 

Indemnitor The party that will compensate, defend, and hold harmless another party from 
and against claims, losses, liability, costs, or expenses 

Indemnitee The party that will obtain compensation and protection from another party from 
and against claims, losses, liability, costs, or expenses 

Intellectual 
Property 

Intangible rights protecting commercially valuable products of the human 
intellect, including trademark, copyright, patent, and trade-secret rights 

Matter Information relating to a securities registration/exemption filing, or information 
relating to a state broker and adviser license 

Notice Administrative complaint filed with ACC, Hearing Division against an individual 
or entity 

Securities Act Arizona Securities Act 

The Solution A matter and case management system to replace legacy systems and 
databases, and a public web portal allowing for the e-filings and e-paymentsm 
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Exhibit C –  Contractor Services and Deliverables 

 
This exhibit sets forth detailed requirements for contractor services and deliverables described in Section III (E) that apply to 
the entire product life cycle.  This Exhibit C must be completed by the Offeror and included in the proposal response package.  
The Offeror should enter one of the response codes described below next to each requirement. 

 

 

Offeror Response Codes 

M Meet 

DNM Does Not Meet 

 
Additional instructions for completion of this form are provided in Special Instructions to Offerors of the RFP. 
 

1. Project Initiation and Management 
The following section provides a description of the Contractor deliverables required to plan and execute the activities identified 
in this RFP via project management.   
 

Req # M/D Description Response 

Code 

Reference 

PI-1 M Contractor shall  assign a project manager for the life of the 
project who will maintain the project deliverables and schedule 
(start date, duration, end date) and ensure timely close-out of the 
project. 

  

PI-2 M Contractor shall develop, deliver, and maintain a  software 
development plan, including # of assigned resources, a project 
plan with work tasks, milestones and deliverables.    This shall be 
called the baseline schedule.  This schedule must include 
software requirements gathering, design, development, testing, 
training and implementation. The required data conversion must 
be included. 

  

PI-3 M Contractor shall plan and lead project kick-off activities which 
include a project kick-off meeting within 10 business days of 
contract execution.  The Contractor shall provide an overview of 
project tasks and project schedule.  Within 5 business days of the 
kick-off meeting, the Contractor shall document meeting 
decisions and outcomes. 

  

PI-4 M As part of its proposal, the Contractor shall develop, deliver, 
maintain, and execute a preliminary Master Work Plan and Work 
Breakdown (WBS) that conforms with PMBOK®.  Within 10  
business days of the project kick-off meeting, Contractor shall 
deliver an updated work plan and WBS that reflects changes from 
the plan submitted with the proposal as discussed and agreed to 
during the kick-off meeting. As the project progresses, the plan 
shall be refined with additional detailed work activities for 
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Req # M/D Description Response 

Code 

Reference 

upcoming activities.   

PI-5 M The Master Work Plan and WBS must be created and maintained 
in MS Project or similar program in a version approved by the 
Division. The updates must occur no less than on a weekly basis. 
Contractor shall develop and maintain a Gantt chart, or similar 
project management tool, showing the following: 

 Planned and actual start and end dates for tasks, percentage 

complete and critical path activities 

 Summary of work completed during previous week and 

results achieved 

 Summary of proposed tasks and deliverables for upcoming 

week 

 Contractor’s analysis of critical issues, including schedule 

slippage 

  

PI-6 M Project success indicators must be included and agreed to by the 
Securities Division. 

  

PI-7 M All changes to the baseline schedule initiated in this activity shall 
require Division approval.  Performance to schedule must be 
reported weekly to the Division. 

  

PI-8 M Due dates in the Master Work Plan shall not be updated without 
mutual agreement between Contractor and the Division Project 
Manager to reflect the accurate status of the project 

  

PI-9 M Project risks, issues and status are to be communicated to the 
Division on a weekly basis. Status must include work completed, 
work to be performed in the upcoming week, and the updated 
Master Work Plan.   Contractor shall attend status meetings or 
conference calls on a weekly basis. 

  

PI-10 M Contractor shall draft ADOA-ASET status reports for Division 
review, approval, and submission. 

  

 

 

 

2. Requirements Definition 
This section describes Contractor’s responsibilities to define requirements prior to designing, developing or configuring the 
Solution. 

RD-1 M The Contractor shall work with Division personnel to review the business, 
technical and interface requirements stated in Exhibit A, and generate a set 
of desired requirements and business rules for use in the system design. 

  

RD-2 M The requirements documents shall be prioritized and signed off on by the 
Division before development work begins.  The approved document shall 
serve as the baseline. The requirements template shall also be approved 
by the Division. 

  

RD-3 M All changes to the baseline requirements must be evaluated for cost,   
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schedule and technical impact and approved by the Division.  

RD-4 M The Contractor shall provide a document outlining all business rules that 
are developed or configured for the Solution.  The document must outline 
how each business rule aligns to specific requirements. 

  

RD-5 M The Contractor shall develop, deliver, maintain, and update a Requirements 
Traceability Matrix (“RTM”).  The Contractor shall use the requirements 
identified in Exhibit A to ensure both forward and backward traceability.  
Requirements tracking must assure all requirements are developed, 
configured, tested, and approved by the Division. 

  

     

3. Design 

 
This section describes Contractor’s responsibilities in designing a Solution that meets the needs of the Division as articulated 
in this RFP. 

DE-1 M  Contractor shall ensure that its  Solution design  meets all requirements to 
conduct the business processes described in Section II and all 
requirements listed in Exhibit A.   The design must be documented in a 
Design Specification Document (“DSD”) 

  

DE-2 M The Contractor shall plan and facilitate Joint Application Design sessions 
detailing the proposed Solution design with Contractor and  Division and 
State IT staff.  System documentation shall include system information for 
the Division’s system administrator(s). 

  

DE-3 M Contractor’s detailed design specifications must be delivered incrementally, 
as they are developed for each functional area or module by release. 
Contractor shall describe Solution design in detail and shall write system 
and component narratives at a level understandable by non-technical 
persons. 

  

DE-4 M Contractor’s design specifications must include:  

 Application architecture 

 Flow diagram of all functions identifying major inputs, processes, and 

outputs 

 Description of all software modules or functionality 

 Detailed screen and report layouts by function 

 Detailed screen and report narrative descriptions by function  

 

  

DE-5 M Contractor must submit its design specifications for approval  by the 
Securities Division prior to code or configuration initiation. 

  

DE-6 M Contractor shall perform prototyping where appropriate to enable State staff 
to review and accept designs for windows, screens, reports or other 
layouts. 

  

DE-7 M Contractor shall develop, deliver, maintain and execute a Data 
Management Plan that describes the strategy for managing data throughout 
the project, including a description of archiving and retention plans. 

  

DE-8 M Contractor shall develop, deliver, maintain and execute a disaster recovery 
plan (DRP) that addresses recovery of business functions, including, 
without limitation: 

 Strategies for backup, failover, and clustering 

 Allow for normal Division day-to-day activities and services to be 
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resumed within 8 hours of the inoperable condition at the primary site 

 Contractor must test the DRP prior to implementation, document 

results, remediate issues, and test the plan annually 

DE-9 M Contractor shall develop and deliver Use Cases for the Division’s review.  
Use cases shall be completed for each functional area or module. 

  

DE-
10 

M Contractor’s design shall meet State data protection and security policies 
and procedures. 

  

DE-
11 

M Contractor shall ensure that the Division’s system administrator is allowed 
to configure data attributes. 

  

 
4. Development/Configuration 

This section describes Contractor’s responsibilities for ensuring that the construction of the systems and architecture conforms 
to the requirements and design specifications documented and approved during the Requirements and Design activities.  

DV-1 M The Contractor shall be responsible for developing and configuring a 
Solution to meet Division requirements. 

  

DV-2 M The Contractor shall perform unit testing on all code development and 
provide evidence thereof to Division staff. 

  

DV-3 M Contractor shall acquire any hardware or software required by the Solution, 
including licensed software, in such a manner that it may be legally used by 
the Solution.  Contractor shall ensure that both hardware and software is 
upgradable and expandable with regular maintenance to ensure optimal 
performance. 

  

DV-4 M Contractor must provide 50 licenses for State users for all hardware and 
software, including third party software, during the entire term of the 
contract.  Licenses must allow for transfer to the State during Turnover 
activities.  The Contractor must clearly describe in its RFP response the 
licensing cost for Division users for all hardware and software.  

  

     

 

5. Data Conversion 
This section describes Contractor’s responsibilities in converting data contained in legacy systems to reside in the Solution. 

DC-1 M The Contractor shall be responsible for planning, developing, testing, and 
managing the data conversion process. 

  

DC-2 M The Contractor shall be responsible for converting all legacy data from the 
Division’s existing systems, standalone PC systems, spreadsheets and 
other supporting applications required for ongoing operations of the 
Solution and the historical reporting needs of the Division.  

  

DC-3 M The Contractor must store archived data and make it accessible online to 
users though the Solution within a Division-specified period of time. 

  

DC-4 M The Contractor shall use automated data conversion software and minimize 
manual intervention to the greatest extent possible. 

  

DC-5 M The Contractor shall obtain the Division’s approval of the conversion 
software programs prior to use during conversion.  

  

DC-6 M Contractor shall test the data conversion and provide results to the Division.   

DC-7 M Upon approval of the conversion software programs, the Contractor will 
produce exception reports and assist the Division in performing manual 
data conversion/clean-up. 
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DC-8 M Contractor will be required to convert selected comments or text data 
resident in the legacy systems and other supporting systems to pdf files, 
which be attached as documents to records in the Solution.   

  

DC-9 M The data conversion process will have its own life cycle and may be 
performed through implementation period.  

  

DC-
10 

M All project management and software development requirements shall 
apply to the Data Conversion portion of the project. 

  

DC-
11 

M The Contractor shall be responsible for performing data clean-up of post-
migration data issues.  Data clean-up shall include executing modifications 
to the conversion programs, re-converting data, analyzing results, and 
producing reports to assist the Division in manual conversion of data as the 
Division determines necessary for approval. 

  

6. Testing 
This section describes Contractor’s responsibilities associated with testing the Solution. 

TE-1 M The Contractor shall provide development, conversion, testing, training, 
performance testing, pre-production (“UAT”), and production 
environments, providing access to Division staff to testing and training 
environments. 

  

TE-2 M The Contractor shall develop a plan for building and maintaining all 
environments associated with the Solution with details and a graphical 
presentation of the environmental components required to test and 
configure the Solution, including hardware, software, communications, 
and security. 

  

TE-3 M The Contractor shall develop, deliver, maintain, and execute a Master 
Test Plan (“MTP") which must include plans for unit, data migration, 
performance and load testing, integration, and user acceptance testing.   

  

TE-4 M The Contractor will perform unit, data migration, performance and load 
testing, and integrated system testing to ensure the Solution defects are 
found and eliminated. 

  

TE-5 M Written test cases must be created for all requirements, and updated in 
the Traceability Matrix. 

  

TE-6  The contractor shall develop and document User Acceptance test cases 
with the support of Division subject matter experts (SMEs). 

  

TE-7 M The Division must approve User Acceptance Testing (UAT) test cases.   

TE-8 M The Division may supplement UAT test cases provided by the Contractor 
with additional documented test cases. 

  

TE-9 M The Division requires all unit, integration, and performance and load tests 
for a release be completed without defect prior to start of UAT for that 
release, unless otherwise approved by the Division. 

  

TE-10 M The Contractor shall produce and deliver Test Defect Reports generated 
from either a commercial defect-tracking tool or a Contractor developed 
defect log and progress report, for all testing activities, showing severity, 
owner, hours to fix, issue description. 

  

TE-11 M Defects severity and closing of any defects must be agreed to by the 
Division. 
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7. Training 
This section provides the description and deliverables associated with training Division staff on the Solution.  
 

 

Req # M/D Description Response 

Code 

Reference 

TR-1 M The Contractor is responsible for training Securities and IT Division 
staff on the Solution. Training will include classroom, instructor-led 
training, training the Division’s trainers and Division’s system 
administrators, and computer-based training.  

  

TR-2 M The Contractor shall develop a training environment Training Plan 
that address all phases of training including pre-implementation, 
post-implementation, M&O, and Turnover. The Training Plan shall 
describe the training strategy and goals, course materials, and 
training evaluation plan. 

  

TR-3 M The Contractor shall conduct a training needs analysis for 
business and technical staff. The needs analysis shall address 
staff’s knowledge, existing skills, job roles and responsibilities to 
ensure training is geared toward the correct audience.  

  

TR-4 M Contractor shall ensure that training  minimizes staff time away 
from ongoing job responsibilities and training allows for a variety of 
pre-existing skills. 

  

TR-5 M Contractor shall ensure that training shall also include any 
necessary training required to complete User Acceptance Training. 

  

TR-6 M Training shall cover all tasks that are performed within the Solution 
for the Division training staff (Train-the-Trainers) and by job 
function for all other Division staff. 

  

TR-7 M Training shall include an evaluation measure and instrument to 
verify training was successful. This shall be approved by the 
Securities Division. 

  

TR-8 M The Contractor shall provide training at the Division’s office in 
Phoenix, Arizona. Training shall begin no more than 15 business 
days prior to implementation.  

  

TR-9 M The Contractor shall be responsible for developing and updating all 
training materials.  All training materials shall become property of 
the State under the contract.  

  

TR-10 D The Contractor must provide an online hands-on tutorial capability 
for the major functions within the Solution defined by the Division. 
Contractor shall update online training materials throughout the 
M&O period.  The tutorials must be made part of the final Solution 
so that new users will have the online tutorial to assist in learning 
the Solution. 

  

TR-11 M The Solution must incorporate online help, online policy and 
procedures manuals, and hard copy user manuals. 

  

TR-12 M The Contractor shall furnish and maintain appropriate hardware, 
software, and telecommunications to support the development, 
maintenance, and presentation of training program(s) and 
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Req # M/D Description Response 

Code 

Reference 

materials. 
 

 

 

8. Implementation 
This section describes the Contractor’s responsibilities for implementation of the Solution from the Contractor to the Division 
after go-live approval from the Division is given. 
 

Req # M/

D 

Description Response 

Code 

Reference 

IM-1 M The Contractor shall be responsible for deploying the Solution after 
successfully completing all testing activities and confirming that all 
Solution components, data, and infrastructure meet Division 
requirements. 

  

IM-2 M Prior to the start of M&O, the Division must officially accept the 
Solution and issue instructions to cut over to the new Solution. 

  

IM-3 M The Contractor shall develop a production environment and any 
other environments required for the implementation. 

  

IM-4 M Prior to the Solution moving into the production environment, the 
Division must approve initiation of operations on the approved “go-
live” date. 

  

IM-5 M The Contractor shall develop an Implementation Plan that 
describes, and provides procedures for, how the Solution will be 
transitioned into an operational system. 

  

IM-6 M The Contractor shall develop a Contingency/Recovery Plan that will 
include written management policies and procedures to maintain or 
restore business and technical operations in the event of an 
emergency, system failure, or disaster. 

  

IM-7 M The Contractor shall provide the Division with  an M&O Manual 
which includes information necessary to handle routine production 
processing, ongoing maintenance and outage schedules, 
performance monitoring, configuration management, help desk 
processes, and contact lists.  

  

IM-8 M The Contractor shall develop a Post-Implementation Operational 
Monitoring Plan that includes methods and schedules for monitoring 
performance standards and assess security during operations as 
defined in Exhibit A. 

  

IM-9 M The Contractor shall agree to SLA requirements that establish clear 
relationships between the Division and the Contractor, set service 
goals, and provide a framework for continuous analysis and 
improvement. 

  

IM-10 M The Contractor shall identify Personally Identifiable Information 
(“PII”) that is contained within the Solution and ensure it is protected 
according to State of Arizona and federal requirements.  PII is 
defined by SISPO P900-E901, Data Classification Matrix, effective 
May 31, 2011.  See A.R.S. Title 41, Chapter 9, Articles 3 and 4, 
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Req # M/

D 

Description Response 

Code 

Reference 

A.R.S. §41-1441, et seq; A.R.S. §41-1461), and the federal Privacy 
Act.  
 

IM-11 M The Contractor shall develop, deliver, maintain and execute a 
System Security and Privacy Plan. Contractor shall review and 
update the plan annually after conducting a risk assessment.  The 
plan shall address how the Solution will prevent unauthorized 
physical and network access. 

  

IM-12 M The Contractor shall implement processes for ensuring only 
authorized personnel access data.  

  

IM-13 M The Contractor shall provide a process for reviewing and updating 
access rights on a regular basis.   

  

IM-14 M The Contractor shall provide audit reports for tracking users, 
associated security groups, roles, settings, passwords and duplicate 
IDs. 

  

IM-15 M The Division will determine the frequency and content of security 
audits. 

  

IM-16 M The Contractor shall provide the Division with an immediate report 
of any incidents of intrusion and hacking regardless of outcome. 

  

IM-17 M In the event of an incident of intrusion, the Contractor shall initiate 
corrective actions within timeframes approved by the Division. 
Contractor’s proposal shall present its approach to mitigation of 
breaches.  Contractor is responsible for providing the Division with 
documentation concerning breaches within 24 hours of detection. 

  

IM-18 M The Division requires the Contractor to maintain network security 
(Cyber) and privacy insurance of $ 1,000,000 per claim and 
$2,000,000 aggregate annually. 

  

IM-19 M The Contractor shall develop, deliver, maintain and execute a 
mapping of all implemented security controls against the NIST 800-
53 Security Control Catalog.  The mapping shall identify the source 
of the requirement and whether the requirement is fully or partially 
implemented, or is planned to be implemented. 

  

IM-20 M The Contractor shall provide software tools to track each defect 
from identification through correction and testing. 

  

IM-21 M The Contractor shall create an Escrow account on or before the 
start of operations. The account must contain all source code and 
data, the latest release version, and all required documentation. 
The escrow account must include the following, without limitation: 

 Two copies of the source code including all listing of the lines of 

programming and any custom developed code for the Solution 

for each version 

 A complete copy of executable code including table structures, 

data structures, system tables and data 

 Application Program Interfaces 

 Complete documentation of all aspects of the Solution including 

design documentation, technical documentation and user 
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Req # M/

D 

Description Response 

Code 

Reference 

documentation 

Costs associated with the escrow account must be included in the 
M&O prices proposed in Attachment 1.  

IM-22 M In the event that Contractor becomes insolvent, subject to 
receivership, or becomes voluntarily or involuntarily subject to the 
jurisdiction of the bankruptcy court, or if the Contractor fails to 
provide maintenance and/or support for the product as outlined in 
the contract, or the Contractor discontinues the product, the Division 
shall be entitled to access the software source code and related 
items for use in maintaining the Solution either by its own self or by 
a third party 

  

IM-23 M Contractor will deposit with the escrow agent any new release or 
updated version of the software within 10 business day from 
production release and proof of the deposit must be forwarded to 
the Division.  

  

 

 

9. Maintenance and Operations 

 
 
The following section provides the description and deliverables associated with performing Maintenance and Operations 
(M&O) of the Solution. 
 

Req # M/D Description Response 

Code 

Reference 

MO-1 M For a hosted Solution, the Contractor shall be responsible for the 
maintenance and operation of all hardware and software during 
the contract period.   

  

MO-2 M The Contractor shall provide qualified personnel, resources, and 
supplies to support the operation of any module or functionality of 
the Solution that is implemented to meet the SLAs defined in the 
contract. 

  

 MO-3 M Contractor shall maintain and support the Solution which includes, 
without limitation: 

 Activities necessary for the Solution to perform efficiently 

under agreed upon standards 

 Activities necessary to ensure that all data and programs are 

current and errors and defects are corrected 

 Activities necessary to meet new or revised Arizona and 

federal requirements 

 Responses to production problems or emergency situations 

 

  

MO-4 M The Division may request modifications or enhancements to the 
Solution throughout the term of the contract.  The Contractor shall 
perform software modifications for all components of the Solution 
following completion of implementation activities and approved 

  



 

Exhibit C 

 
SOLICITATION NO.:  

PAGE 
88 

TITLE:  
OF 
98 

 

  

 

 

Req # M/D Description Response 

Code 

Reference 

start of operations, as requested by the Division based on a 
contractual hourly rate quote. 

MO-5 M The Contractor shall provide, within 5 days, a response quote to 
an Enhancement request, that indicates the cost (equipment and 
manpower), work hours required, and proposed implementation 
date. 

  

MO-6 M The Contractor shall implement upgrades, patches, and fix 
updates based upon an agreed upon schedule with the Division at 
no additional cost. Testing is required prior to any release.  

  

MO-7 M The Contractor shall provide the capability to roll back data and 
software releases or programs as requested by the Division. 

  

MO-8 M The Solution shall allow the Division the option of maintaining 
user accounts and related reference data. 

  

MO-9 M The Contractor shall provide monthly status reports summarizing 
all work orders (break/fix or enhancements) completed and the 
status of work in progress. 

  

MO-10 M The Contractor shall negotiate the schedule, format, and 
frequency of regular status meetings with the Division during the 
maintenance and operations cycle. 

  

MO-11 M The Contractor must monitor performance against Division-
specified Key Performance Indicators (“KPIs”) in the SLAs 
finalized in the contract. 

  

MO-12 M Upon request, the Contractor will provide the Division with all 
reports and data used in the determination of SLA compliance 
and calculation of KPI metrics.   

  

MO-13 M The Contractor shall implement corrective action, at  a schedule 
agreed upon with the Division, for any missed metrics or service 
level agreements. 

  

MO-14 M The Division and the Contractor agree that failure by the 
Contractor to perform in accordance with the established KPIs 
results in a loss to the Division.  If the Contractor fails to meet the 
KPIs, the Division may retain a percentage of the total monthly 
payment as agreed in the contract. 

  

MO-15 M Service Level Agreements and KPIs shall be reviewed and 
updated annually. 

  

MO-16 M The Contractor shall manage and correct all problems reported by 
the Division through the duration of the M&O Period under the 
contract. The Priority 1-4 service levels described under this 
section shall be met. 

  

MO-17 M The Contractor shall implement needed expansions of hardware 
and network at the Contractor’s own expense, subject to Division 
approval, before resource degradation impacts Solution 
performance through the life of the contract. 

  

MO-18 M The Contractor shall monitor and report on application and data 
server performance. 

  

MO-19 M The Contractor shall support and provide assistance with any 
State of Arizona and federal audits as the Division requests at a 
specified hourly contractual rate. 
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Req # M/D Description Response 

Code 

Reference 

MO-20 M With each new release, the Contractor shall provide specific 
Release Notes, as well as develop, deliver, and maintain User 
Manuals that incorporate all business process and screen 
changes in the release. 

  

MO-21 M The Contractor shall provide post-implementation training support 
for entire M&O period, or the period specified by the Division, by 
conducting weekly, monthly or quarterly refresher courses as 
specified by the Division, and a contracted rate. 

  

M0-22 M The Contractor shall provide a support call desk to which all 
problems encountered can be reported and help given for 
questions or problems encountered when using the Solution. 

  

MO-23 M The Contractor shall provide a point of contact for all 
enhancement requests made by the Division. 

  

MO-24 M All enhancements will follow the project management and 
software development process requirements defined under 
Project Management and Software Development. 

  

MO-25 M The Contractor shall, at the request of the Division, bundle lower 

priority fixes and enhancements together in a monthly release, to 

minimize testing and training impacts. 

  

MO-26 M All defects reported and prioritized by the Division during 
implementation and M&O period shall be fixed by the Contractor. 

Priority 1 Errors.  Critical business impact. Indicates Solution is 
unavailable for use resulting in a critical impact on operations.  
Requires notification of the Division within one (1) hour of problem 
discovery and resolution within two (2) hours. 
 

Priority 2 Errors.  Serious business impact.  Indicates serious 
production issues where the Solution is usable but is severely 
limited, and no workaround exists.  Requires notification to the 
Division within one (1) hour of problem discovery and resolution 
within twenty-four (24) hours. 
 

Priority 3 Errors.  Significant business impact.  Indicates 
moderate productions issue where the Solution is usable and a 
workaround is available (not critical to operations). Requires 
notification to the Division within one (1) hour of problem 
discovery and resolution within five (5) business days. 

Priority 4 Errors.  Minimal business impact.  Indicates the 
problem results in little impact on operations or there is 
reasonable circumvention of the problem.  Requires notification of 
the Division within one (1) hour of problem discovery and 
resolution within an agreed-upon schedule between the 
Contractor and the Division.  
 

  

MO-27 M Contractor shall be responsible for implementing service requests 
that the Division has identified as a maintenance service request. 
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Req # M/D Description Response 

Code 

Reference 

MO-28 M Contractor must provide Division-approved automated tools to 
measure and report Solution downtime and response time.  
Solution response time is measured from the time a transaction is 
entered until all data is displayed on the screen or print process 
begins. 

  

MO-29 M Contractor shall monitor the implemented Solution for quality 
control and verify all activities are functioning properly.  Contractor 
will expeditiously repair or remedy any function that does not meet 
the standards set during Solution definition, design, and testing. 

  

10.  Turnover 

 
This section describes the Contractor’s responsibilities for transfer of the Solution from the Contractor to the Division at the 
end of Maintenance and Operations or upon termination of the Contract, or insolvency.  The Division may exercise its option to 
extend the M & O period of the contract and delay Turnover activities for that period, which would extend the M & O period. 
 

Req # M/D Description Response 

Code 

Reference 

TO-1 M The Contractor shall be responsible for planning the turnover of 
the Solution to the Division or a designated agent at the conclusion 
of the M&O period upon notification from the Division. 

  

TO-2 M The Contractor shall provide a detailed Turn Over Plan, subject to 
approval by the Division. Such plan shall include, without limitation, 
the following: 

 Procedures to identify and verify all software, data, 

documentation and miscellaneous supplies that will be 

transferred to the Division 

 All hardware specifications 

 All software, including custom-developed code and COTS 

systems purchases, developed or managed by Contractor in 

delivery of this contract 

 All data and information repositories such as databases, 

system files, data files, archives 

 Mitigation and contingency plans to address Turnover 

execution failures  

 Turnover schedule 

 

  

TO-3 M In the event the contract agreement is a direct purchase rather 
than licensing of the Solution, all software, data, and 
documentation developed, procured, or managed by the 
Contractor shall be transferred to the Division.  The Contractor will 
be required to attest that the supplied components and materials 
are current, accurate, and complete.   

  

TO-4 M In the event the contract agreement is a hosted Solution with 
hardware purchased by the Division, all hardware, machine 
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software, data, supplies and documentation developed, procured, 
or managed by the Contractor shall be transferred to the Division.  
The Contractor will be required to attest that the supplied 
components and materials are current, accurate, and complete.   

TO-5 M The Contractor shall develop, deliver, maintain, and execute a 
Turnover Plan.  The plan shall define the resources, staffing, 
training, and tasks for successful transfer of M&O of the Solution 
to the Division. 

  

TO-6 M The Contractor shall provide all documentation required to 
maintain the software (requirements documents, design 
documents, architecture diagrams, database design 
documentation, test scripts, training materials) and hardware 
specifications. 

  

TO-7 M The Contractor shall furnish the Division with a statement of the 
resources that will be required for the Division or its designated 
agent to take over M&O of the Solution 

  

TO-8 M All transfers must be made on electronic media or network transfer 
and approved by the Division. All transfers must be verified by the 
Division as accurate and complete. 

  

TO-9 M Transfer shall include all current and historical support records 
including: 

 End-user support scripts and diagnostic aids 

 Incident management records 

 Problem management records including work-arounds and 

known errors or defects 

 Change management records, including Post 

Implementation reports 

 Release management records 

 Security incident records 

 System and network performance reports 

 System and network performance data records 

 Root cause analysis reports 

 Reports from operational recovery exercises 

 
 

  

TO-10 M Transfer shall be deemed complete after completion of a Division 
readiness assessment to include assessment of ability of 
technology, personnel and processes to support full Solution M&O 
at the level of performance established by the Contractor or in the 
SLAs. 

  

TO-11 M The Contractor shall provide transfer of help desk documentation.   

TO-12 M The Contractor shall provide knowledge transfer in code review 
sessions with developers. 

  

TO-13 M At the successful completion of the Turnover Period, upon 
notification from the Division, the Contractor shall arrange for the 
removal of all software, file systems and related documentation 
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from all Contractor systems. 

TO-14 M The Contractor shall develop a report to assess the completion of 
all scheduled activities within expected performance measures and 
derive any lessons learned and best practices to be applied to 
future projects. 
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Complaint

Received via phone, 
fax, mail, or Web 

Portal

Enforcement/
Examination
Management

Case 
Management

- Administrative
- Civil
- Criminal

Financial 
Management

Public Record 
Request

Entity 
Management

Registration, 
Exemptions and 

Licensing 
Management

FORM or OCR-
scannable document 

or Web Portal

Reporting 
(Viewing and 
Report Query 

Creation)

User 
Administration

OCR-Scannable 
documents or FORM 

uploaded

Phone, email, in-
office visitors, or 

Web Portal

Documents or FORM 
uploaded

OCR-Scannable 
documents 
uploaded

Entity
Complaint #
Case # (when Status = Case)
Assigned Staff
Type (Background Check, Subpoena, Financial 
Review, Interview)
Background Check
Subpoena
Financial Analysis
Interviews
    -Origination(Complaint, Scheduled 
Examination)
    -Scheduled Examination
    -Examination Under Oath
Status (Open, Closed, Case)
Reports

Due Date triggers

Entity
Case #
Complaint #
Type
Assigned Staff
Evidence Mgt Log
Status
Hearing
     Assigned Staff
     Date and Time
     Status
     Decision
     Order (written)
All Complaint/Interview Data
Notices
Orders
Letters
Reports
Due Date Triggers

Entity
Status
Securities Type
Fees: Registration, Renewals, Licensing, Restitution, 
Public Request)
(Licensing)
Fees Receipts
Collections
Fund Distribution (for all monies collected/receipted)
Notices
Letters
Reports

Entity
Attorney or Investigator On Duty
Issue Source
Issue Type
Public Record Requests
   Public Request and other Forms
   Fees
   Itemized Receipts
   letters
No Action Requests
   Filing Fee
   Document retention
   letters
Issue Report

Unique CRD for Entity
Entity/Individual Type
Entity Name
     Address
     Phone
     Email
Entity Contacts

Entity
New Registration
Renewals
Filing Fees
Assigned Staff
Securities Type
Reports
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Attachment 1 – Cost Schedules 

 
This attachment includes detailed cost schedules to be completed by the Offeror and included in the proposal: 
 

 Executive Summary 

 Cost Summary 

 Schedule A 

 Schedule B 

 Schedule C 

 
 
 
Executive Summary  
 
The Executive Summary should be not more than three (3) pages.  The Executive Summary should summarize and highlight 
relevant contents of the Cost Proposal to provide the Evaluation Committee with a broad understanding of the Offeror’s 
proposed price and the required Cost Schedules.  The Executive Summary should include a statement certifying that all pricing 
information presented as part of the proposal is in US dollars and that all required cost information is enclosed. 
 
 
 
Cost Summary 

 

  FYE 
2015 
 

FYE 

2016 

FYE 

2017 

FYE 

2018 

FYE 

2019 

Line 

# 

 07/01/14- 

06/30/15 

07/01/15- 

06/30/16 

07/01/16- 

06/30/17 

07/01/17- 

06/30/18 

07/01/18- 

06/30/19 

1 DDI Costs (from 

Schedule A) 

     

2 Total Maintenance 

and Operation Costs 

(from Schedule B) 

     

3 Total Project Cost      

 
 
 
 
 
 
 
 
Schedule A – Design, Development, and Implementation Payment Deliverables 
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 FYE 

2015 

FYE 

2016 

FYE 

2017 

FYE 

2018 

FYE 

2019 

Total 

Project Initiation       

Software Project 

Management Plan 

      
$0.00 

Other (Specify)      $0.00 

Requirements Definition       

Requirements 

Specification Document 

      

Business Rules 

Document 

      

Other (Specify)       

Design       

Design Specifications 

Document 

      

Data Management Plan       

Disaster Recovery Plan       

Interface Control 

Document 

      

Database Design 

Document 

      

Other (Specify)       

Testing       

Master Test Plan       

Unit Test Results       

System and Integrated 

Test Results 

      

Other (Specify)       

Data Conversion       

Conversion Plan       

Preliminary Converted 

Data 

      

Final Converted Data       

Other (Specify)       

Implementation       

Post-Implementation 

Evaluation Report 

      

Final Training Report       

System Documentation       

Maintenance and 

Operations Manual 

      

Other (Specify) 
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Hardware Hosted on 

Vendor Servers/ Vendor 

Managed – 

Infrastructure/monitoring 

      

Initial Cost       

Annual Cost (includes 

support and upgrades) 

      

Other (Specify)       

Web Portal       

Design/Development        

Implementation       

Annual Expense 

(includes support and 

upgrades) 

      

E-payment functionality       

E-filing functionality       

Other (Specify)       

Software as a Service       

Product, hosting, 

support and 

sustainment costs 

      

Training       

System administrator 

training 

      

Staff training       

On-going help/support       

Development and 

Configuration 

      

Software 

Costs/Licenses (50) 

      

Software Costs – Third 

Party Software 

      

Other (Specify)       

Application Program 

Interfaces (cost per API) 

      

Design, Development, 

Implementation 

      

FY totals       

Total DDI Price to be 

transferred to Cost 

Summary 

      
 

$0.00 

 
 
 
The State reserves the right to award a Contract by individual line items or alternatives, by group of line items or alternatives, 
or to make an aggregate award whichever is most advantages to the State.  
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Schedule B – Maintenance and Operations 
 
 
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 
Schedule C – Modification Activities 
 

Blended Hourly Rate for FYE 2015 – FYE 2019                     $_____________ 
 

  
 
 

Annual 

 
 
Total Five (5) Years  

 
 
 
 

  

Solution Maintenance and 

Operations 

 
 

$____________ 
 
 

 
 
$_______________  
To be transferred to Cost Summary 


